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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  BANKING  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
Industry  today*  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1,  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2,  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information, 

3,  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4,  There  is  a need  for  greater  emphasis  on  long-range  planning, 

5,  Companies  must  operate  in  increasingly  coraplex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 

of  work,  and  in  today *s  highly  competitive  market  improved  efficiency 
becomes  more  important. 

5,  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for  more 
companies  in  the  future,  as  a greater  proportion  of  sales  and  profits 
of  many  domestic  firms  comes  from  abroad, 

7,  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  Universlf:y  to  the  citizens  of  the 
Conmonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  report  Is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  259  managers  end  supervisors  from  24  Banks  in  Pennsylvania. 

The  survey  utilized  three  questionnaire  forms,  one  for  each  level  or  manage- 
ment: top  management,  middle  management,  and  first-line  supervison.  Each 

questionnaire  listed  courses  in  a number  of  managerial  areas  pertinent  to 
managerial  personnel.  The  respondents  checked  one  of  three  choices:  Should 

Have,”  "Could  Use,”  and  ”Don*t  Really  Need,”  Top  and  middle  management  vere 
asked  to  indicate  the  courses  that  represented  educational  needs  of  those 
they  supervise  in  addition  to  their  oun  needs;  this  vas  not  asked  of  first- 
line  supervision.  Middle  management  and  first-line  supervision  provided 
information  on  their  educational  background,  methods  of  updating,  and  company 
attitudes  toward  education;  this  was  not  asked  of  top  management. 


SUMMARY 


Tod  Manaeement 

Of  48  courses  listed,  seven  were  checked  by  50  percent  or  more  of  top 
managers  as  "Should  Have,”  (Page  3) 

For  those  they  supervise,  50  percent  or  BK)re  of  top  managers  said  13  cotr  ses 
were  needed,  (Page  4) 

^^ddle  Management 

Fifty  percent  or  more  of  the  middle  nanegers  expressed  a "Should  Have"  need 
for  six  of  5A  listed  courses  in  the  area  of  general  management  and  coomu- 
nication,  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  five  of  the  listed  courses,  (Page  8) 

The  educational  level  was  good  with  29  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies,  (Pages  15-18) 


* Dubin,  S,S,7  Alderman,  E,,  and  Marlow,  H,L, , "Managerial  and  ^pervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,”  The  Pennsyl- 
vania State  University,  1967,  A total  of  3,620  managers  at 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 


First-Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  one  out  of  16  courses,  (Page  20) 

Ti7enty-four  percent  of  the  supervisors  had  the  bachelor *s  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information^  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education, 
(Pages  21-25) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Banks,  58  top  managers  from  24  companies  com- 
pleted the  questionnaire.  Top  managers  were  defined  as  "senior  executives 
who  direct  an  enterprise  as  a whole  or  who  head  the  major  divisions," 

Educational  Needs  T<?ithin  Areas  of  Managerial  ResponsibilitY 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  area  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  with  a "Should  Have"  need  of  50  percent  or  more  were: 

"Should  Have" 
Percent 


Long-range  Planning  and  Forecasting  for  Corporate  Growth,  , , 

Overall  Strategy  and  Goals 

Communication  in  the  Organization  

Management  Development 

Impact  of  Computer  Technology  

Effective  Speaking 

Policy  Formation * 


72 

67 

64 

61 

58 

58 

52 
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Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses; 


“Subordinates* 

Needs" 

Percent 


Effective  Written  Communications * • • • 

Effe  ^ive  Speaking * 

Sfftwtivs  Reading  Skills 

Improving  Decision  Making  of  Managers  

Communication  in  the  Organization  

Listening  Skills 

Performance  Appraisal  and  Counseling  Techniques  

Working  Effectively  with  Individuals  and  Groups  

Impact  of  Computer  Technology  

Human  Aspect  of  Management 

Fundamentals  of  Financial  Reporting  and  Statement  Analysis.  • 

Management  Development * 

Management  Reporting  Systems • 


94 

85 

82 

78 

73 

70 

69 

66 

63 

60 

60 

59 

55 


Tables  1 through  10  show  the  er-tent  of  the  top  managers*  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also  in* 
eluded,  in  the  "Subordinates*  Needs"  column,  are  the  subjects  indicated  by 
top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 

general  MANAGEMENT 
(N-57) 

"Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  _Ug^  fieeds:: 

Percent  Percent  Percent 


Long-range  Planning  and  Fore- 
casting for  Corporate  Grox7th  . 
Overall  Strategy  and  Goals  . . . 
Impact  of  Computer  Technology.  . 

Policy  Formation  

Management  Reporting  Systems  . . 
Industrial  Organization  and 

Administration • • 

Effective  Utilization  of  Man- 
povjer  Resources  and  Allocation 
Improving  Decision  Making  of 

Managers  

Managing  Major  Change  in 

Organizations 

Management  of  Research  and 

Development • • • • 

Impact  of  Science  and  Technology 
on  Business  Management  . • • . 
Impact  of  Governmant  Legislation 
and  Controls  on  Business  . . . 
Ethical  Considerations  in 

Business  . • . . , 

Impact  of  Multinational  Aspects 
of  Planning  and  Control.  , , . 


72 

95 

28 

67 

92 

35 

58 

86 

63 

52 

88 

39 

38 

78 

55 

37 

72 

33 

36 

68 

34 

35 

83 

78 

26 

64 

19 

23 

56 

31 

23 

55 

30 

22 

55 

15 

21 

59 

35 

2 

10 

6 
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TABLE  2 


BEH/iVIORAL  SCIENCE  AND  1^NAGE14ENT 
(N»55) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent 


ConBGunlcatlon  In  the 

Organisation • 64 

Working  Effectively  vjith 

Individuals  and  Groups  • • • • 49 

Managerial  Motivation 44 

Human  Aspect  of  Management  • • • 38 

Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 

Business  Management 24 

Creativity  and  Innovation,  , , , 23 

TABLE  3 


Percent 

97 

85 

83 

78 


71 

52 


"Subordinates* 

Needs" 

Percent 

73 

66 

48 

60 


37 

33 


COMMUNICATIONS  TECHNIQUES 
(N»53) 

"Should  Have" 
"Should  Have"  and  "Could  Use* 


Percent 

Effective  Speaking  58 

Effective  Written  Communications  46 

Listening  Skills  42 

Effective  Reading  Skills  • • • • 34 

TABLE  4 

ECONOMICS 

(N*53) 


Percent 

78 

84 

78 

74 


"Subordinates* 

Needs" 

Percent 

85 

94 

70 

82 


"Should  Have"  "Subordinates* 


"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends 

. 45 

71 

30 

Comparative  Economic  Systems  , 

. 15 

TABLE  5 

47 

19 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=47) 

"Should  Have"  ' 

'Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Statistical  Decision  Theory,  , 
Survey  Course  on  Quantitative 

, 28 

54 

34 

Methods 

, 18 

56 

24 

5 


TABLE  6 


INDUSTRIAL  REIATIONS  AND  PERSONNEL  MANAGEMENT 

(N*52) 

"Should  Have"  "Subordinates' 

»»S|iQuld  Have"  and  "Could  Use"  

Percent  Percent  Percent 

Management  Development  

performance  Appraisal  and 

Counseling  Techniques 

Incentives  

Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting  Wage 

and  Salary  Structure  

Personnel  Policy  Affecting 

Labor “Management  Relations  • • 
personnel  Policy  Affecting 

Employment  Practices  


TABLE  7 

financial  MANAGEMENT 
(N»53) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use'!  ^eed^ 


Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Financial  Planning  and  Fore- 
casting  

Capital  Budgeting 

Managerial  Accounting  and 
Budgeting 

TABLE  8 

MANUFACTURING  AND  PRODUCTION 
(N®46) 

"Should  Have"  "Subordinates* 

"Should  Have"  qnd  "Could  Use*j  ^eeds"  . 

Perci^nt  Percent  Percent 

Planning  and  Utilization  of 

Physical  Facilities 9 j 

Operations  Planning  and  Control.  7 
Operations  Research  Applied  to 

Production • • ^ 


Percent  Percent  Percent 


43 

41 

33 

31 


69 

63 

56 

72 


60 

27 

27 

39 


61 

81 

59 

47 

74 

69 

38 

65 

40 

33 

68 

49 

25 

58 

31 

19 

42 

23 

19 

40 

21 

6 


TABLB  9 


MARKETING 

(=»49) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Marketing  Research  . , 

43 

70 

33 

Production  Planning.  , 

18 

36 

27 

Pricing 

14 

41 

11 

Logistics  Planning  . , 

2 

TABLE  10 

INTEFxNATIOMAL  MANAGEMENT 
(N-46) 

16 

7 

"Should  Have" 

"Should  Have" 
and  "CouldJUse" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

International  Understanding.  • • 11 

International  Economic  Analysis.  9 


44 

32 


15 

11 


o 
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MIDDLE 

In  the  industrial  category  of  Banks.;  89  middle  managers  from  24  companies 
completed  the  questionnaire.  Middle  managers  veT^  defined  as  ’ personnel 
assigned  to  executive  duties  in  tne  area  between  senior  executives  and 
supervisors . 


Educational  Needs  Within  Areas  of  Hanagerial  Responsibility: 


The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
f ollov/s : 


General  Management  (13  subjects) 

Behavioral  Science  and  lianagement  (7  subjects) 

Communications  (7  subjects) 

Economics  (8  subjects) 

QuAntitatlve  llethods  Applifid  to  Buslnsss  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  tiie  54  courses  listed  in  the  ques** 
tionriaire  they  ^‘Should  Have,  ‘ ^'Could  Use,  or  Don’t  Ileally  Need.'  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 


The  following  courses  were  rated  'Should  Have 
middle  managers^ 


by  50  percent  or  more  of  the 

■'Should  liave'- 
Percent 


i/ianagement  Jevelopoent 

Working  Efficiently  with  Individuals 

Supervisory  Training  and  Employee  Development  . . 
Effective  Communication  in  the  Organization  . . . 
Performance  Appraisal  and  Counseling  Techniques  . 
Business  Letter  Writing  


'84 

63 

59 

59 

51 

50 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super" 
vise  needed  the  following  courses; 


Business  Letter  Writing  

Working  Efficiently  vrith  Individuals 

Supervisory  Training  and  Employee  Development 

Oral  Presentation  of  Reports 

Listening  Skills 


'’Subordinates  ’ 
Needs” 
Percent 

. 59 

. 56 

. 54 

. 51 

. 50 
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The  tables  following ^ 11  through  16  present  the  data  on  the  six  general  areas 
of  managerial  responsibility  which  were  answered  by  all  the  middle  managers 
in  the  Banking  category, 

TABLE  11 


GENERAL  M^N^EMENT 
(N-89) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 


Percent 


"Subordinates* 

Needs” 

Percent 


Management  Development  64 

Working  Efficiently  with 

Individuals,  , , , 

Supervisory  Training  and 
Employee  Development  59 


performance  Appraisal  and 

Counseling  Techniques 51 

Criteria  and  Selection  of 

Personnel  for  Promotion,  , , , 45 

Principles  and  Analysis  of 

Office  Systems • • 33 

Analysing  Organizational 

Behavior • 32 

Impact  of  Computer  Technology,  , 20 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  , 29 

Impact  of  Government  legislation 
and  Controls  on  Business  , , , 21 

The  Application  of  Information 

Technology  on  Decision  Making,  21 
Effective  Utilisation  of  Man- 
power Resources  and  Allocation  15 
Impact  of  Science  and  Technology 
on  Business  Management  , , , , 8 


93 

93 

89 


84 


81 

69 

72 
62 

73 
69 
51 


53 


33 


37 

56 

54 

41 

32 

25 

24 

23 

13 

17 

15 

15 

11 


T4BLE  12 


BEHAVIORAL  SCIENCE  AND  MA.NAGEMENT 
(N-83) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use^  fieedsi; 


• • 


Human  Aspect  of  Management 
Understanding  Group  Interaction 

and  Behavior « 

Management  Psychology 

Creativity  and  Innovation,  , , ( 
Impact  of  Consumer  Behavior  on 

Management • , • i 

Industrial  Sociology  

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  


Percent 

Percent 

Percent 

34 

76 

27 

32 

60 

28 

30 

78 

22 

19 

49 

18 

17 

50 

14 

10 

49 

6 

10 

46 

11 

o 
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TABLE  13 


C0MMUNICAT1(B!I 

(N-83) 


Effective  Communication  in 

the  Organization  

Business  Letter  Writing,  • • 
Effective  Reading  Skills  , • 
Effective  Report  Writing  , • 
Oral  Presentation  of  Reports 

Listening  Skills  

Conference  Leadership,  • • • 


Economic  Trends 

Fundamentals  of  Economics.  . 
The  Economic  Systems  of  the 
United  States 


Comparative  Economic  Systems 
The  Price  Mechanism.  • , , , 
International  Economics,  • • 
Economics  of  Technology  and 
Innovation  


"Should  Have" 

"Subordinates  * 

’’Should  Have” 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 59 

87 

48 

* 50 

89 

59 

. 49 

78 

49 

, 48 

79 

41 

• 46 

87 

51 

. 37 

77 

50 

. 25 

59 

27 

TABLE  14 

ECONOMICS 

(N*81) 

"Should  Have" 

"Subordinates  * 

’’Should  Have" 

and  "Could  Use" 

Meeds" 

Percent 

Percent 

Percent 

74 

17 

. . 33 

64 

26 

. . 20 

61 

19 

lost  9 

36 

11 

8 

43 

14 

8 

42 

9 

4 

31 

11 

. , 1 

31 

6 

TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N"82) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  


Percent 

Percent 

Percent 

Improving  Decision  Making  of 

Managers  

27 

75 

21 

Reviev  of  Baalc  ^Mathematics.  . . 

23 

54 

36 

Statistical  Decision  Theory.  . . 

16 

50 

15 

Replacement  Management 

16 

48 

11 

Statistical  Procedures  and 
Methods 

16 

39 

14 

Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  . . . 

9 

40 

8 

Waiting  Lines 

8 

18 

3 

Probability  Theory  

4 

20 

6 

Inventory  Management  

4 

16 

4 

Linear  Programming  

3 

14 

5 

Analytic  Geometry 

3 

14 

3 

Matrix  Algebra  

3 

7 

1 

Dynamic  Programming 

1 

18 

5 

Calculus  of  Infinite  Series.  . . 

0 

4 

1 

Calculus  of  Finite  Differences  . 

0 

3 

1 

TABLE  16 

COMPUTER  OPERATIONS  AMD  DATA  PROCESSING 


(H-79) 

"Should  Have" 

"Subordinates 

"Should  Hava" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing. 
Applying  the  Computer  to 

. . 37 

79 

36 

Problems  of  Business  and 
Management  

. . 33 

72 

29 

Fundamentals  of  Prograv>'ming  for 

29 

Computer  Operations.  . . • 
Mathematics  for  Digital 

. . 19 

59 

Computers • 

. . 8 

33 

13 

11 


o 


If  the  manager’s  area  of  major  responsibility  vas  not  included  in  the  prece- 
ding six,  he  vas  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  vork.  These  vere: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses, 

TABLE  17 


INDUSTRIAL  REUTIONS  AND  PERSONNEL  MANAGEMENT 

(N*40) 

"Should  Have" 
"Should  Have"  and  "Could  Use" 

"Subordinates 

Needs" 

Job  Analysis  and  Job  Evaluation 

Percent 

Percent 

Percent 

Methods 

Recruiting,  Interviewing, 
Selection,  Assessment  of 

42 

81 

13 

Personnel  and  Promotion.  . . . 

40 

68 

13 

In-plant  Training,  « 

Maintaining  Efficient  and  Up-To- 

37 

68 

20 

Date  Personnel  Records  . • . . 

28 

50 

14 

Salary  and  Wage  Administration  . 

25 

61 

14 

Employee  Benefit  Plans  • . . . . 

24 

53 

12 

Management  and  Labor  Relations  . 
Industrial  Safety  and  Medical 

9 

23 

3 

Services 

3 

17 

9 

TABLE  18 


FINANCIAL  mNAGEMENT 
(N-49) 

"Should  Have"  "Subordinates’ 
"Should  Have-*  and  "Could  Use"  Needs" 

Percent  Percent  Percent 

Fundamentals  of  Financial 


Reporting  and  Statement 


Analysis  

53 

94 

31 

Financial  Planning  and  Fore- 
casting  

53 

83 

23 

Taxes.  . 

43 

78 

15 

Budgets 

41 

75 

32 

Managerial  Accounting 

39 

73 

20 

New  Developments  in  Equipment 
Replacement  Policy  

19 

55 

10 

o 


12 


TABLE  19 


Mf.mJFACTURlNG  AND  PRODUCTION 
<N«19) 


”Chould  Have" 

"Should  Have"  and  "Could  Use" 


Percent 

Pe?.*cent 

Automation  

. 22 

44 

Methods  Analysis  end  Work 
Simplification  

. 16 

48 

Value  Analysis  

. 11 

22 

Quality  Control 

. 7 

7 

Organization  and  Management  of 
Purchasing  Operations,  . « • 

. 6 

25 

Materials  Handling  

. 6 

12 

Production  Planning  and  Control 

Management  

. 0 

24 

Engineering  Economy 

. 0 

18 

Maintenance  Planning  and  Control  0 

7 

Inventory  Management  • . . • 

. 0 

6 

TABLE  20 

MARKETING 

(N»21) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

Percent 

Percent 

Marketing  Research  

. 33 

47 

Fundamentals  of  Marketing.  • , 

. 15 

45 

Marlceting  Management  • . . . . 

. 11 

50 

Product  Planning  * * 

22 

Fundamentals  of  Pricing.  • . • 

. 11 

17 

Application  of  Management 
Science  and  Computers  to 
liarketlng  Problems 

6 

35 

Physical  Distribution  Methods. 

6 

12 

Ho  managers  reported  any  degree  of  need  for  t\;o  other  courses 
or  for  those  they  supervise. 
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"Subordinates' 

Needs'* 

Percent 

6 

11 

0 

7 

0 

0 

0 

0 

0 

0 


"Subordinates ' 
Needs" 
Percent 

lA 

15 

17 

17 

11 


18 

6 

for  themselves 


o 


TABLli;  21 
SALiisS  MAl^AGEMENT 
(K*20 


'Should  Have 

‘'Should  Have 
and  "Could  Use 

“Subordinates ’ 
Needs*' 

Percent 

Percent 

Percent 

t'iotivating  Salesmen 

29 

58 

17 

Training  of  Field  Salesmen  . . 

13 

36 

18 

Supervision  of  Fie3,d  Salesmen. 
Selection  and  Evaluation  of 

14 

33 

14 

Field  Salesmen  

11 

32 

5 

Compensation  of  Field  Salesmen  . 10 

TABLE  22 

25 

5 

INTERNATIONAL  l:IANAGEl«i^F.HT 
(N«16) 

Should  Have' 

’’Subordinates* 

’Should  Have' 

and  ‘ Could  Use*' 

Needs’* 

Sources  of  Funds:  Financing 

Percent 

Percent 

Percent 

of  Day-to-Day  Transactions  . 

13 

51 

6 

Honetary  Exchange  Problems  . . 
British  Commonvjealthj  United 
Nations,  including  Inter- 
national honetary  Fund  and 
World  Bank  and  Their  Role  in 

7 

28 

0 

World  Trade.  ........ 

United  States  Foreign  Economic 

. 0 

27 

0 

Policy  

. 0 

21 

0 

International  Understanding.  . 
International  Economic 

0 

20 

0 

Organizations 

Commercial  Policy  and  Trade 

0 

13 

0 

Control 

0 

7 

0 

International  Economic  Analysis.  0 

7 

0 

None  of  the  managers  indiceted  any  degree  of  need  for  two  other  courses  for 

themselves  or  for  those  they  supervise. 

TABLE  23 


..lESEARCH  AND  DEVELOPIIENT 


(N«=16) 

‘'Should  Have  ■' 
'Should  Have  ' and  'Could  Use* 
Percent  Percent 


Supervision  and  Hanagement  of 

Research  Services 7 

Guidelines  for  Selecting  and 
Appraising  New  Projects.  ...  0 

Building  Research  and 

Development  Teams 0 

Evaluation  of  the  Research  and 

Development  Programs  0 

Planning  Budgeting  and  Control 
of  Projects 0 


20 

25 


21 


lA 

14 


“Subordinates  * 

Needs“ 

Percent 

0 

5 

0 

14 

7 


14 


Background  Information  of  Middle  Mananerg 

Personal,  Educational,  and  Professional  Background 

Thirty-nine  percent  (N“35)  of  the  middle  managers  were  40  years  of  age 
or  younger*  This  means  that  they  have  at  least  25  more  years  of  pro- 
ductive employment*  Ninety-seven  percent  (N®86)  had  completed  high 
school,  30  percent  (N-27)  had  the  bachelor’s  degree,  and  two  percent 
(N“2)  had  the  master's  degree*  No  one  had  the  doctorate.  Twenty-nine 
percent  (N*26)  went  to  business  school  and  two  percent  (H®2)  went  to 
trade  school*  The  major  fields  of  study  for  the  undergraduate  and 
graduate  degrees  are  given  below: 

TABLE  24 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor’s  Masterly 


Business  Administration*  * * * 15  U 

Law 1 ^ 

Liberal  Arts  * * • 9 1 

Other  (not  specified)*  , * * * 2 1 

Total  * * * 27  2 


The  major  areas  of  work  for  the  middle  managers  in  banks  are  shown 
below: 


TABLE  25 

MAJOR  AREAS  OF  NORK 

Number 

Managers 


Administration  * * 35 

Finance * 44 

Marketing  and  Sales 3 

Purchasing  and  Procurement  * * 1 

Service  (yard  and  labor  personnel, 

etc*) ^ 

Other  (not  specified) 2 

Total 86 


Percent 

Managers 

42 

51 

3 

1 

1 

2 

100 


15 
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Methods  of  Updating 


Seventy  percent  (N**60)  of  the  middle  managers  would  take  a credit 
course  and  78  percent  (N«69)  would  take  a non-credit  course  if  they 
were  offered  locally. 

One  manager  was  currently  enrolled  for  the  bachelor *s  degree.  Ten 
planned  to  enroll:  three  for  the  associate  degree,  two  for  the 

bachelor *s  degree  and  five  for  the  master *s.  Seven  managers  planned 
to  study  business  administration,  one  law,  one  liberal  arts,  and  two 
In  other  fields  which  were  not  specified. 

Sixty-one  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 

Managers  ManaK^rs. 


Don^t  have  the  time 14  26 

Job  demands  no  more  education  ........  6 11 

Cannot  afford  It 5 9 

Can  do  better  on  my  own 4 7 

Not  Interested 4 7 

Live  too  far  from  educational  center 1 2 

Not  a high  school  graduate . . . . 1 2 

Other  (not  specified) ..19  36 

Total 54  100 


Middle  managers  had  used  a variety  of  educational  methods  for  updating 
within  the  past  four  years, 

i 

TABLE  27 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  IIITHIN  THE  PAST  FOUR  YEARS 

(N“89) 


Attendance  at  regional  or  national  meetings 

of  professional  societies  

Workshops  or  seminars  on  managerial  topics. 
Company  in-service  training  courses  . . • . 
Managerial  development  within  company  . . . 
Correspondence  courses. 

Short  refresher  courses  at  colleges  or 

universities 

Workshops  or  seminars  in  liberal  arts  or 
humanities . . . . 


Number 

Percent 

^an^gers 

Managers 

. 49 

55 

. 46 

52 

. 33 

37 

. 18 

20 

. 15 

17 

. 13 

15 

4 4 


T 


Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources. 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*87) 


Percent 


4J 

a 

(U 

0 

o* 

(U  (U 
CO  u 
P Pm 


(U 

50 

(d 

u 

(U  (U 
^ CO 
< 


(U 

fH 

AJ 

•H 

(U  u 
(0  (U 


4J 

S 

a 


(U 

(0 

p 


(U 

(U  (0 
CO  iH 
P *H 
fl) 

fO  > 
iH  < 

O M-l 
H 


Discussion  with  company  personnel 


o 


(informal  or  formal) 

59 

34 

6 

1 

0 

In*plant  reports  and  bulletins  . . 

51 

27 

6 

6 

10 

Business  reports  

Subordinate -superior  discussions  or 

50 

40 

7 

2 

1 

meetings  

Lectures,  conferences,  workshops 

42 

44 

11 

2 

1 

and  seminars  

28 

40 

17 

8 

7 

Management  journals 

27 

48 

13 

8 

4 

Professional  society  meetings.  . . 

26 

29 

30 

13 

2 

Company  in-service  courses  .... 
Technical  books,  reports,  abstracts 

19 

24 

13 

26 

18 

and  indexes 

16 

33 

23 

24 

4 

Scientific  and  technical  journals. 

11 

29 

15 

42 

3 

Manufacturer's  literature.  .... 

9 

24 

37 

29 

1 

Use  of  consultants  

6 

23 

29 

37 

5 

College -university  evening  courses 

3 

10 

10 

67 

10 

College-university  day  courses  . . 

0 

3 

7 

83 

7 

17 


iiiddle  managers  responded  to  a listing  of  seven  educational  media 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  Their  replies  follow; 

TABLE  29 

PREFERMCE  FOR  I'iEDIA  OF  COURSE  PRESENTATION 

(N»89) 


Number  Percent 

I'lanagers  Managers 


Programmed  instruction 41  46 

Correspondence  courses 33  37 

Educational  television 26  29 

Courses  recorded  on  tapes 11  12 

Courses  recorded  on  records  10  11 

Xwo~v7ay  telephone  courses 5 6 

Tv70~way  radio  courses 2 2 

Other  (not  specified) 4 4 


Company  Attitudes  Toward  Education 

Of  the  83  managers  responding  to  a question  on  the  attitudes  of  their 
immediate  superior  toward  continuing  their  education,  61  percent  (K*51) 
said  the  superior  encouraged  them  and  37  percent  (W«31)  said  the  sup- 
erior was  noncommittal.  One  person  said  the  superior  discouraged  him. 
iiiddle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  30 

l^iAl'iAGERS'  PERCEPTION  OF  COi-iPAiNiY  POLICY 
TOWARL-  PROFESSIONAL  DEVELOPI'iENT 
(N=34) 


Encourages  Noncommittal  biscourages  Do  Not  Knovj 
Percent  Percent  Percent  Percent 


Attend  professional 

meetings 92 

Hold  office  in  professional 

societies G7 

Attend  company  training 

courses 87 


Attend  workshops  or  seminars 
av7ay  from  the  company.  . . 86 

Enroll  for  advanced  work  . . 77 

Write  technical  and 

professional  papers.  ...  41 

Educational  leave  of  absence  16 


7 0 1 

12  0 1 

4 0 9 

10  0 4 

16  0 7 

29  0 30 

23  3 53 
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Sixty-one  percent  of  the  middle  managers  were  employed  by  companies 
which  provided  in-service  training;  34  percent  were  not,  and  five 
percent  did  not  know.  Forty-one  percent  said  the  training  was  entirely 
on  company  time,  31  percent  said  it  was  partly  on  company  time,  15 
percent  said  it  was  not  on  company  time,  and  13  percent  did  not  know. 

Eighty-four  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Fifteen  percent  said  it  did  not  and  one  percent  did  not 
know.  Fifty-nine  percent  said  the  course  had  to  be  job-related  in  order 
to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  is  shown  below; 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 36 

About  3/4 2 

About  2/3  0 

About  1/2  . , , 1 

About  1/3 1 

Less  than  1/3  , 2 

Don't  Itnow,  , 4 

Total 36 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work. 


TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300 21 

251  - 300  , , , , 2 

201-250  0 

151-200  0 

101-150  1 

51-100  3 

50  or  less 0 

Don't  know 31 

Total • 36 
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When  asked  about  the  effect  of  available  company  educational  assistance 
In  motivating  them  to  undertake  further  education,  52  percent  of  the 
middle  managers  said  It  had  strongly  encouraged  them,  25  percent  said 
It  had  partially  Influenced  them,  and  22  percent  said  It  had  no  effect. 
There  Is  an  Inconsistency  here:  vhlle  77  percent  said  the  availability 
of  aid  motivated  them  to  some  extent,  only  one  person  was  actually 
enrolled  and  ten  were  planning  to  enroll. 

FIRST-LINE  SUPERVISION 

In  the  Industrial  category  of  Banks,  112  first-line  supervisors  from  24 
companies  completed  the  questionnaire.  First-line  supervisors  were  defined 
as  "those  whose  major  activities  have  to  do  with  supervisory  and  foreman 
activities,"  The  supervisors  responded  to  a listing  of  16  course  titles  In 
the  area  of  supervisory  responsibility.  They  provided  Information  on  their 
personal,  educational,  and  professional  background,  methods  of  updating  and 
company  attitudes  toward  education. 

Educational  Needs 

The  112  first-line  supervisors  In  the  category  of  Banks  were  asked  to  Indicate 
which  of  the  16  courses  listed  In  the  questionnaire  they  "Should  Have'^  "Could 
Use,"  or  "Don’t  Really  Need,"  The  one  course  rated  "Should  Have"  by  50  per- 
cent or  more  of  the  supervisors  was  Fundamentals  of  the  Supervisor’s  Job, 

58  percent. 

Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N»110) 


"Should  Have" 
"Should  Have"  and  "Could  Use" 


No. 

7. 

No. 

7. 

Prlncinles  of  Supervision 

Fundamentals  of  the  Supervisor's  Job  . . . 

64 

58 

99 

90 

Decision  Making 

51 

48 

88 

83 

The  Tools  and  Techniques  of  Effective 

Supervision.  

51 

47 

84 

78 

Supervisor's  Role  in  Employee  Discipline  . 

44 

42 

85 

81 

Inter-Departmental  Cooperation  ...... 

36 

34 

82 

78 

Supervisor's  Role  in  Company  Economics  . . 

30 

29 

78 

75 

Emnlovee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  .... 

45 

42 

87 

81 

Employee  Training . . 

41 

39 

73 

69 

Safety  .....  . 

7 

7 

29 

29 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  . . . 

10 

10 

41 

40 

Labor  Relations  Legislation 

2 

2 

13 

13 

Labor  Relations 

1 

1 

11 

11 

Developing  Those  We  Supervise 

Human  Aspect  of  Management . 

50 

47 

90 

84 

Leadership  , 

49 

45 

88 

81 

Communications . . . . 

39 

38 

77 

75 

Developing  the  Work  Team 

38 

36 

73 

69 

Background  Infonpatlon  of  First "Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

Sixty-two  percent  (N®69)  of  the  first-line  supervisors  were  40  years 
of  age  or  younger.  Ninety-six  percent  (N»107)  were  high  school 
graduates,  and  24  percent  (N*27)  had  the  bachelor’s  degree.  One 
person  had  the  master's  degree  and  one  had  the  doctorate.  Twenty 
percent  (N"22)  had  gone  to  business  school  and  four  percent  (N®4) 
to  trade  school.  The  major  fields  of  study  are  Indicated  in  the 
following  table. 
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TABLE  34 

rlAJOK  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


dumber 

Number 

Number 

Bachelor ' s 

Master's 

Doctor's 

Agriculture  

1 

0 

0 

Business  Administration  . . 

16 

0 

0 

Education  

1 

0 

0 

Liberal  Arts 

6 

1 

1 

Other  (not  specified.  . . . 

3 

0 

0 

Total 

27 

1 

1 

The  major  areas  of  work  for  the  first-line 
shown  in  the  following  table: 

TABLE  35 

i'iAJOR  AREAS  OF  WORK 

Wumber 

Supervisors 

supervisors  in  Banks  are 

Percent 

Supervisors 

Administration 

. 33 

31 

Finance  

59 

56 

riaintenance 

1 

1 

Marketing  and  Sales  .... 
Production  (Jontrol  - 

1 

1 

Records  

3 

3 

Purchasing  and  Procurement. 

2 

2 

Other  (not  specified)  . . . 

6 

6 

Total 

105 

100 

hethods  of  Updating 

Sixty-six  percent  (N-71)  of  the  first-line  supervisors  would  take 
a credit  course  and  73  percent  (W«G1)  would  take  a non-credit  course 
if  they  were  offered  locally. 

Six  of  the  supervisors  were  currently  enrolled  in  a degree  program, 
five  for  the  bachelor’s  degree  and  one  for  the  doctorate.  Seven 
planned  to  enroll,  two  for  the  associate  degree,  four  for  the  bachelor's 
and  one  for  the  master's.  The  major  fields  of  study  preferred  v;ere: 

11  in  business  administration  and  one  in  liberal  arts. 

For  the  80  supervisors  who  did  not  have  plans  for  further  formal  edu- 
cation, the  following  reasons  were  indicated i 
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TABLE  36 


REASONS  FOR  NOT  ULT/ERTAKING  ADDITIONAL  FuiGlAL  EDUCATION 


Number  Percent 

Supervisors  Supervisors 


Don't  have  the  time 26  33 

Cannot  afford  it 17  21 

Job  demands  no  more  education 11  14 

Not  Interested 5 6 

Not  a high  school  graduate 4 5 

Live  too  far  from  educational  center.  ....  4 5 

Can  do  better  on  my  own 1 1 

Other  (not  specified) 12  15 

Total 80  100 


First-line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 

TABLE  37 


EDUCATIONAL  HETIIODS  USED  FOR  UPDATING  UIThlN  THE  PAST  FOUR  YEARS 

(W*lll) 


Number  Percent 

Supervisors  Supervisors 


Attendance  at  regional  or  national 

meetings  of  professional  societies.  . . . . 

Company  in-service  training  courses  

Workshops  or  seminars  on  managerial  topics.  . 

Correspondence  courses 

Short  refresher  courses  at  colleges  or 

universities 

iianagerial  development  within  company  . . . . 
Workshops  or  seminars  in  liberal  arts  or 

humanities 

high  school  courses  to  improve  job 

performance  


42 

38 

40 

36 

40 

36 

22 

20 

15 

14 

13 

12 

6 5 

5 5 


The  sources  of  information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shovm  in  the  following  table: 
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TABLE  38 


) 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-104) 


Percent 


o 


Discussions  with  company  per- 

Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Avallab 

sonnel  (informal  or  formal).  . . . 

53 

37 

5 

2 

3 

In-plant  reports  and  bulletins  . . . 
Subordinate -superior  discussions 

42 

30 

10 

10 

8 

or  meetings . 

Lectures,  conferences,  workshops, 

34 

42 

18 

3 

3 

and  seminars  

27 

37 

17 

11 

8 

Business  reports  

24 

52 

10 

11 

3 

Management  journals 

23 

37 

19 

13 

8 

Company  in-service  courses  ..... 

17 

29 

15 

19 

20 

Professional  society  meetings.  . . . 

13 

38 

9 

35 

5 

Manufacturer's  literature 

13 

14 

24 

46 

3 

College-university  evening  courses  . 

13 

8 

7 

59 

12 

Use  of  consultants  

Technical  books,  reports,  abstracts. 

10 

18 

23 

42 

7 

and  indexes 

9 

26 

30 

33 

2 

Scientific  and  technical  journals.  . 

7 

16 

24 

51 

2 

College -university  day  courses  . . o 

1 

2 

2 

89 

6 

Flrst*llne  supervisors  checked  a listing  of  seven  educational  media, 
ijhich  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation. 

TABLE  39 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N»lll) 


Number 

Supervisors 


Percent 

Supervisors 


Programmed  Instruction.  . « 61 

Correspondence  courses 60 

Educational  television 32 

Courses  recorded  on  records  26 

Courses  recorded  on  tapes  20 

Two-way  telephone  courses  11 

Tvjo-way  radio  courses 6 

Other  (not  specified)  .•••«...  6 


55 

54 

29 

23 

18 

10 

5 

5 
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Company  Attitudes  Toward  Education 

A total  of  104  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  Immediate  superior  toward  continuing  their  education. 
Sixty-seven  percent  (N*70)  said  the  superior  encouraged  them;  32 
percent  said  he  was  noncommittal;  and  one  Individual  said  he  discouraged 
him. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  In  educational  and  professional  activities  Is 
reported  In  the  following  table.  The  high  percent  who  did  not  know 
company  policy  on  educational  leave  of  absence  Indicates  either  lack 
of  policy  or  lack  of  communication. 


TABLE  40 


SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N«105) 


Attend  company  training 

Encouraees 

Percent 

Noncommittal 

Percent 

Dlscouraaes 

Percent 

Do  Not  Know 
Percent 

courses 

Attend  professional 

. 94 

3 

0 

3 

meetings  

Hold  office  In  profes- 

.  87 

4 

0 

9 

sional  societies  . . . 
Attend  seminars  or 
workshops  away  from 

00 

• 

5 

0 

8 

the  company 

. 83 

5 

2 

10 

Enroll  for  advanced  work 
Write  technical  and  pro- 

68 

12 

3 

17 

fessional  papers  . . . 
Educational  leave  of 

. 39 

15 

2 

44 

absence 

19 

11 

10 

60 

Sixty-four  percent  of  the  supervisors  were  employed  by  companies  which 
provided  In-service  training;  30  percent  said  their  company  did  not 
provide  It  and  six  percent  did  not  know.  Twenty-nine  percent  said 
the  training  was  completely  on  company  time,  23  percent  said  It  was 
partly  on  company  time,  33  percent  said  It  was  entirely  on  the  men's 
own  time,  and  15  percent  did  not  know. 

Seventy-five  percent  reported  that  their  company  had  an  educational 
assistance  plan;  18  percent  said  It  did  not,  and  six  percent  did  not 
know.  Fifty-five  percent  said  the  course  must  be  job-related  In  order 
to  qualify  for  educational  assistance. 
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The  proportion  of  tuition  paid  by  the  company  is  shown  in  the  table 
below: 


TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all 63 

About  3/4 8 

About  2/3 0 

About  1/2.  0 

About  1/3 1 

Less  than  1/3 1 

Don't  know 2 

Total 75 


Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 


TABLE  42 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300.  . . 

201  - 250.  . . 

151  - 200.  . . 

101  - 150.  . . 

51  - 100.  . . 

50  or  less.  . 
Don't  know  . . 

Total  . . 


Number 

Supervisors 

18 

1 

0 

1 

0 

7 

6 

40 

73 
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When  asked  i«hat  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  53  percent  of  the 
supervisors  said  It  strongly  encouraged  them,  30  percent  said  It 
partially  Influenced  them,  and  17  percent  said  It  had  no  effect. 

The  same  Inconsistency  that  was  noted  for  the  middle  managers  applies 
to  the  supervisors:  while  83  percent  said  that  the  availability  of 

financial  aid  had  motivated  them  to  some  extent  to  undertake  additional 
education,  only  six  of  the  111  respondents  were  actually  enrolled  and 
seven  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  ,AND  SUPERVISORS  IN  BANKS  WITH  THOSE  OF 
MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  In  the  Industrial  category 
of  Banks  as  compared  with  needs  of  those  In  business  and  Industry  as  seen 
In  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  In  Pennsylvania,"  were  quite  similar. 

Tod  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


Long-range  Planning  and  Forecasting  for 

Corporate  Growth  

Overall  Strategy  and  Goals  

Communication  In  the  Organization.  . . 

Management  Development  

Effective  Speaking  .......... 

Impact  of  Computer  Technology.  • . . . 

Policy  Formation  , 

Effective  Written  Communications  , . . 

* Less  than  50  percent 


"Should  Have" 
Percent 

Total 

Banks  Report 


N*58 

N=705 

72 

50 

67 

50 

64 

59 

61 

53 

58 

50 

58 

* 

52 

ic 

* 

50 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  folloi^ing  subjects: 


"Subordinates' 

Needs" 

Percent 

Total 

Banks  Report 
N=58  N“705 


Effective  Written  Communications  • • • • 94  74 

Effective  Speaking  85  67 

Effective  Reading  Skills 82  62 

Improving  Decision  Making  of  Managers 78  54 

Communication  in  the  Organization 73  65 

Listening  Skills  , , * 70  62 

Performance  Appraisal  and  Counseling  Techniques,  , , , 69  57 

Working  Effectively  uith  Individuals  and  Groups.  • • • 66  66 

Impact  of  Computer  Technology,  63  ♦ 

Human  Aspect  of  Management  60  54 

Fundamentals  of  Financial  Reporting  and  Statement 

Analysis  , , , 60  * 

Management  Development • • • • 59  56 

Management  Reporting  Systems 55  * 


* Less  than  50  percent 
Middle  Management 

Of  the  54  subjects  listed,  fifty  percent  or  more  of  the  middle  managers  in 
Banks  and  in  the  total  report  indicated  a "Should  Have"  need  for  the  following: 

"Should  Have" 

Percent 

Total 

Banks  Report 
BP89  N=l,202 


Management  Development 64  66 

Working  Efficiently  with  Individuals  63  65 

Effective  Communication  in  the  Organization, 59  64 

Supervisory  Training  and  Employee  Development 59  53 

Performance  Appraisal  and  Counseling  Techniques,  ...  51  * 

Business  Letter  Writing 50  * 


* 


Less  than  50  percent 


Subjects  which  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  V7ere: 


"Subordinates’ 

Needs'* 

Percent 


Business  Letter  Writing 

Working  Efficiently  with  Individuals  • • • • 
Supervisory  Training  and  Employee  Development 

Oral  Presentation  of  Reports  

Listening  Skills  . . • 

Effective  Communication  in  the  Organization, 

* Less  than  50  percent 


Banks 

Total 

Report 

N«89 

N=l,202 

59 

* 

56 

62 

54 

61 

51 

* 

50 

50 

4r 

56 

First-Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 

"Should  Have" 
Percent 


Fundaiaent^..e  of  the  Supervisor's  Job 

Leadership  

The  Tools  and  Techniques  of  Effective  Supervision,  , , 

Decision  Making 

Human  Aspect  of  Management  

Communications 


Total 

Banks  Report 
N»112  N“l,713 

58  64 

* 57 

* 55 

* 54 

* 53 

* 51 


* Less  than  50  percent 
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RECOi'iliEtlDATIONS 


For  the  total  report, ’hanagerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recoimnendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  - 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  - was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  VJhile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 

in  this  field  should  be  increased  at  the  local  level  by  the  University. 

A.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  institutes  for  all  three  levels  of  management, 
and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first^-line  supervisors  said  they  would  take  courses  by 
programmed  instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self-perceived  educational  needs  of 
managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of  finan- 
cial aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their  super- 
iors* attitude  toward  their  further  education  was  noncommittal  makes 
it  necessary  for  the  company  to  take  steps  to  remedy  this  condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  Increasing  complexity  of  modern  business  and 
Industry.  A number  of  the  subjects  which  appear  to  be  an  Integral 
part  of  modern  management  were  not  perceived  as  needed  by  the  managers 
and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  methods  of  obtaining 
new  Information  for  updating  was  through  discussion  with  company  per~ 
sonnel,  the  company  should  be  aware  of  the  great  potential  of  this 
means  of  dissemination  of  Information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  Instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional  meetings 
and  workshops. 

For  the  Individual  Hanager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most  appro- 
priate media  to  help  him  grow  with  the  job  and  meet  the  challenges  of 
the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and  other 
educational  activities  provided  by  his  company  which  may  aid  him  in 
meeting  his  educational  objectives. 

For  Professional  Associations 


1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 


•’Educational  Needs  o2  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania”  1968  ($2.00) 

•’Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania”  1967  ($5.GC) 

••Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania”  1967  ($1;00) 

Specific  Reports  by  Industrial  Category  from  ’'Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania”  ($1.CC  each) 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M-67  Electrical  Machinery 

M“68  Fabricated  Metal  Products 

M-69  Food  and  Kindred  Products 

M- 70  Insurance 

M-71  Machinery  (Except  Electrical) 

M-72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M”77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

•'Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($5.00) 

•'Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($3.5C) 

Fifty~three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,”  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each): 

Engineering  Fields: 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 


E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

B-15  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

E-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E“24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 


"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals”  1965  ($2.25) 

Specific  Reports  by  Hospital  Departments  from  ”The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals”  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H**59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 


The  above  publications  may  be 
purchased  from: 

Continuing  Education  Business  Office 
J,  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from: 

Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16CC2 
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MAHAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  CHEMICAL,  RUBBER,  AND  PLASTIC  PRODUCTS  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  Is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  which  Indicate  the  need  for  this  study.  Among  them  are: 

1.  There  Is  a significant  Increase  In  managerial  positions  and  a 
resulting  Increase  In  the  need  for  managerial  education  and  training. 
Managerial  positions  are  Increasing  faster  than  the  Increase  In  the 
total  work  force.  Education  Is  needed  to  keep  up  to  date  and  pre- 
vent obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  Increased  the  Importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  Is  being  placed  on  leadership  and  motivation  In 
developing  competence  and  resourcefulness. 

4.  There  Is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  In  Increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  In  today's  highly  competitive  market  Improved  efficiency 
becomes  more  Important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  In  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Comnonwealth  In  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study and  is  based  on  re«» 
sponses  from  216  managers  and  supervisors  from  13  companies  in  the  Chemical ^ 
Rubber,  and  Plastic  Products  industry  in  Pennsylvania.  The  survey  utilized 
three  questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel. 

The  respondents  checked  one  of  three  choices:  “Should  Have,”  “Could  Use,” 

and  "Don’t  Really  Need.”  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first-line  supervision. 
Middle  management  and  first- line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  only  one  was  checked  by  50  percent  or  more  of  top 
managers  as  “Should  Have”.  (Page  3)  However,  nine  other  courses  were  said 
to  be  needed  by  between  40  and  5^)  percent.  (Page  4-6) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  ten 
courses  were  needed.  (Page  3) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have”  need 
in  areas  of  general  management,  behavioral  science  and  management,  and 
communication  for  six  of  54  listed  course;?.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  five  of  the  listed  courses.  (Page  8) 

The  educational  level  was  high,  with  66  percent  having  the  bachelor’s  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  15-19) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L. , “Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,”  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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First-Line  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should  Have 
need  for  ei^t  of  16  courses.  (Page  21) 

Eighteen  percent  of  the  supervisors  had  the  bachelor’s  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  inf  oration, 
and  thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  22-26) 


TOP  MANAGEMENT 


In  the  industrial  category  of  Chemical,  Rubber,  and  Plastic  Products,  30 
top  managers  from  13  companies  completed  the  questionnaire.  Top  managers 
wets  defined  as  "senior  executives  who  direct  an  enterprise  as  a whole  or 

who  head  the  major  divisions." 


Educational  Needs  Within  Areas  of  Managerial  Eesponsibilitjg 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 


General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 
Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 


The  only  course  for  which  top  management  indicated  a "Should  Have"  need  of 
50  percent  or  more  was  Management  of  Research  and  Development,  at  54 

percent. 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super- 
vise needed  the  following  courses: 


"Subordinates* 

Needs" 

Percent 


Effective  Written  

Communication  in  the  Organization 

Performance  Appraisal  and  Counseling  Techniques 

Management  Development 

Creativity  and  Innovation 

Effective  Speaking  

Improving  Decision  Making  of  Managers 

Working  Effectively  with  Individuals  and  Groups 

Listening  Skills  ...  

Human  Aspect  of  Management  .... 


73 
70 
69 
62 
60 
59  ' 
58 
58 
52 
50 
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Tables  1 through  10  show  the  extent  of  the  top  managers*  needs  for  each 
subject  listed)  ranked  according  to  the  ’’Should  Have”  response.  Also 
included,  in  the  ’’Subordinates*  Needs”  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 

GENERAL  MANAGEMENT 
(»=29) 


•’Should  Have”  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs"  _ 


Management  of  Research  and 

Development  

Industrial  Organization  and 

Administration  

Improving  Decision  Making  of 

Managers  

Impact  of  Computer  Technology  . 
Overall  Strategy  and  Goals  . . . 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 
Policy  Formation  ........ 

Management  Reporting  Systems  . . 
Effective  Utilization  of  Man- 
power Resources  and 

Allocation  ...»  

Managing  Major  Change  in 

Organizations  

Impact  of  Science  and  Tech- 
nology on  Business  Management 
Impact  of  Government  Legislation 
and  Controls  on  Business  . • 
Ethical  Considerations  in 

Business  . . . . • 

Impact  of  Multinational  Aspects 
of  Planning  and  Control  . . . 


Percent 

Percent 

Percent 

54 

69 

35 

48 

92 

37 

46 

85 

58 

46 

67 

29 

44 

74 

15 

38 

86 

10 

38 

80 

23 

35 

77 

46 

35 

66 

38 

27 

65 

19 

19 

73 

12 

17 

59 

4 

15 

42 

15 

15 

27 

8 

4 


■ ■ ,^. ■ C.^^,-^^..^,.^,-......  


TABLE  2 
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BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N“28) 


’’Should  Have”  ’’Subordinates* 


Working  Effectively  with 

Individuals  and  Groups  • • • . 
Human  Aspect  of  Management  . . 
Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 


"Should  Have” 

and  "Could  Use” 

Needs” 

Percent 

Percent 

Percent 

i , 44 

81 

70 

80 

27 

72 

60 

. * 31 

69 

58 

. . 14 

78 

50 

. . 12 

28 

8 

TABLE  3 

COMMUNICATIONS  TECHNIQUES 
(N-27) 


Effective 


Effective  Written  Communications 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

78 

59 

74 

52 

69 

46 

. . 35 

73 

73 

TABLE  4 

ECONC^IICS 

(N*=25) 

"Should  Have” 

’’Should  Have”  and  "Could  Use” 
Percent  Percent 


Economic  Trends  12 

Comparative  Economic  Systems  • • « 


40 

21 


"Subordinates* 

Needs” 

Percent 

8 

0 


5 


TABLE  5 


QUAMTITATIVE  JIETHODS  APPLIED  TO  BUSIi'lESS  AMD  INDUSTRY 


(t!*26) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Survey  Course  on 

57 

8 

20 

Quantitative  Methods  . . . 

19 

Statistical  Decision  Theory. 

12 

44 

TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSOm'JEL  1-lANAGEMENT 

(N«=27) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • 
Criteria  and  Selection  of 

42 

37 

80 

81 

60 

62 

22 

36 

. 32 

Performance  Appraisal  and 
Counseling  Techniques,  . . 
Personnel  Policy  Affecting 

. 31 

85 

69 

57 

39 

Labo:  "“Management  Relations 
Personnel  Policy  Affecting 

. 22 

75 

42 

Wage  and  Salary  Structure. 
Personnel  Policy  Affecting 

21 

55 

46 

Employmeti^^ractices  . . . 

17 

TABLE  7 

FINANCIAL  MANAGEiiENT 

(N=26) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Capital  Budgeting 

. 36 

60 

20 

Managerial  Accounting  and 

Budgeting 

Fvndamentals  of  Financial 

35 

70 

31 

Reporting  and  Statement 

31 

73 

23 

Financial  Planning  and 

, . 27 

54 

15 

TABLE  8 


MAl'nJFACTURING  AND  PRODUCTION 
(N*25) 


Operations  Research  Applied 

to  Production 

Operations  Planning  and 

Control 

Planning  and  Utilization  of 
Physical  Facilities,  . . 


Logistics  Planning 
Product  Planning  , 
Pricing.  , • , . • 
Marketing  Research 


"Should  Have'* 
Percent 


22 

21 

29 

TABLE  9 

MARKETING 

(N«26) 


"Should  Have" 
Percent 

. 30 
. 28 
. 27 
. 13 


"Should  Have" 
and  "Could  Use” 
Percent 


52 

67 

68 


"Should  Have" 
and  "Could  Use" 
Percent 

56 

68 

62 

42 


"Subordinates* 

Needs" 

Percent 


22 

33 

32 


"Subordinates  * 
Needs" 
Percent 

26 

16 

23 

13 


TABLE  10 


INTERNATIONAL  MNAGEl'IENT 
(N*26) 

"Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  Use"  Needs"  _ _ 

Percent  Percent  Percent 


International  Understanding.  . 
International  Economic 

Analysis  


20  8 

16  4 


MIDDLE  MANAGEMENT 

In  the  industrial  category  of  Chemical,  Rubber,  and  Plastic  Products,  61 
middle  managers  from  13  companies  completed  the  questionnaire.  Middle 
managers  were  defined  as  "personnel  assigned  to  executive  duties  in  the 
area  between  senior  executives  and  supervisors," 
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Educational  Needs  Within  Areas  of  Managerial  Responsibility 


The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need,' 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


Working  Efficiently  with  Individuals 

Management  Development 

Effective  Communication  in  the  Organization  , • , 
Performance  Appraisal  and  Counseling  Techniques  , 

Creativity  and  Innovation  • * 

Criteria  and  Selection  of  Personnel  for  Promotion 


"Should  Have" 
Percent 

64 

, 63 

. 58 

53 
52 

. 51 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super 
vise  needed  the  following  courses: 


"Subordinates* 

Needs" 

Percent 


Working  Efficient!/  with  Individuals 

Effective  Communication  in  the  Organization  , , 
Supervisory  Training  and  ISmployee  Development  , 

Listening  Skills 

Performance  Appraisal  and  Counseling  Techniques 


78 

64 

64 

56 

52 


Tables  11  through  16  present  the  data  on  the  six  general  areas  of  managerial 
responsibility  which  were  answered  by  all  the  middle  managers  in  the 
Chemical,  Rubber,  and  Plastic  Products  category. 
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TABLE  11 


GENERAL  MANAGEMENT 
(N*59) 

’’Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Working  Efficiently  with 

Individuals 

Management  Development  • • • 
Performance  Appraisal  and 
Counseling  Techniques,  • • 
Criteria  and  Selection  of 
Personnel  for  Promotion.  • 
Supervisory  Training  and 
Employee  Development  • • • 
Analyzing  Organizational 

Behavior  

Effective  Utilization  of  Man- 
power Resources  and 

Allocation  

Principles  and  Analysis  of 

Office  Systems  « 

Impact  of  Science  and  Techno- 
logy on  Business  Management 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Impact  of  Government  Legis- 
lation and  Controls  on 

Business  

The  Application  of  Infor- 
mation Technology  on 

Decision  Making 

Impact  of  Computer  Technology. 


rcent 

Percent 

Percent 

64 

98 

78 

63 

98 

49 

53 

96 

52 

51 

90 

49 

49 

88 

64 

22 

76 

25 

22 

64 

31 

19 

59 

23 

16 

69 

12 

14 

40 

10 

11 

41 

14 

9 

54 

16 

3 

48 

9 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«58) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Creativity  and  Innovation.  . • 
Understanding  Group  Inter- 
action and  Behavior 

Human  Aspect  of  Management  . . 

Management  Psychology 

Industrial  Sociology  

Impact  of  Consumer  Behavior  on 

Management  

Social  and  Cultural  Trends 
and  Their  Impact  on  Business 
Management  


Percent 

Percent 

percent 

52 

95 

43 

38 

86 

43 

37 

81 

47 

23 

01 

28 

11 

60 

12 

7 

32 

4 

5 

33 

12 

9 


TABLE  13 


COIMJNICATION 

(N*59) 


Effective  Conmunication  in 

the  Organization  

Oral  Presentation  of  Reports 
Effective  Report  Writing  • • 

Listening  Skills  

Effective  Reading  Skills  • « 
Conference  Leadership.  • • • 
Business  Letter  Writing.  . • 


Economics  of  Production  and 

Cost * • 

The  Price  Mechanism 

Fundamentals  of  Economics.  . 
Economics  of  Technology  and 

Innovation  

Economic  Trends 

The  Economic  Systems  of  the 

United  States 

Comparative  Economic  Systems 
International  Economics.  . . 


“Should  Have” 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

58 

92 

64 

43 

90 

48 

41 

75 

41 

40 

91 

56 

39 

83 

39 

37 

77 

35 

33 

69 

28 

TABLE  14 

ECONOMICS 

(N«56) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

. 22 

67 

20 

. 9 

49 

5 

. 7 

48 

21 

. 4 

39 

11 

. 4 

37 

7 

. 4 

26 

4 

. 2 

18 

5 

. 0 

13 

0 

€p 


MJ 


er|c 


TABLE  15 

QUANTITATIVE  14ETH0DS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N*56) 


"Should  Have"  "Subordinates* 


"Should  Have"  and  "Could  Use" 


Needs" 


Percent 

Percent 

Perc€ 

Replacement  Management  . . « . 
Improving  Decision  Making  of 

18 

62 

7 

Managers  ......... 

16 

71 

13 

Review  of  Basic  Mathematics.  . 
Statistical  Procedures  and 

16 

39 

34 

Methods.  .......... 

15 

46 

9 

Inventory  Management  ..... 

14 

55 

13 

Statistical  Decision  Theory.  . 
Applying  Program  Evaluation 

7 

51 

4 

and  Review  Techniques  (PERT) 

7 

38 

7 

Analytic  Geometry.  ...... 

5 

14 

5 

A 

Calculus  of  Infinite  Series.  . 

5 

9 

2 

Linear  Programming  ...... 

4 

28 

5 

Probability  Theory  ...... 

2 

27 

7 

Waiting  Lines.  ........ 

2 

20 

4 

Dynamic  Programming.  ..... 

2 

17 

5 

Calculus  of  Finite  Differences 

2 

9 

2 

Matrix  Algebra  ........ 

2 

6 

2 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N»54) 

"Should  Have"  "Subordinates  * 
"Should  Have"  and  "Could  Use"  Needs" 


Data  Syatcms  and  Processing* 
Applying  the  Computer  to 
Problems  of  Business  and 
Management  «•••*«•« 
Fundamentals  of  Programming 
for  Computer  Operations.  • 
Ltathematics  for  Digital 
Computers.  ....*•*• 


Percent 

Percent 

Percent 

. 11 

44 

11 

. 9 

42 

11 

. 6 

36 

7 

. 6 

23 

6 

11 


If  the  manager *s  area  of  major  responsibility  was  not  included  in  the  pre- 
ceding dix,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 

TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«26) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Management  and  Labor 

Relations 

In-plant  Training.  ...... 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  and  Promotion.  • . 
Job  Analysis  and  Job 

Evaluation  Methods  

Salary  and  Wage  Administration 
Industrial  Safety  and  Medical 

Services  

Maintaining  Efficient  and  Up- 
To-Date  Personnel  Records.  . 
Employee  Benefit  Plans  .... 


Percent 

Percent 

Percent 

41 

68 

18 

37 

69 

37 

35 

70 

19 

33 

71 

29 

29 

58 

10 

27 

68 

14 

27 

50 

23 

17 

50 

17 

TABLE  18 


FINANCIAL  MANAGEIiENT 
(N=16) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 

Percent 

Financial  Planning  and 

Forecasting • . 

19 

50 

14 

50 

13 

40 

Managerial  Account5.ng 

13 

33 

New  Developments  in  Equipment 
Replacement  Policy  

7 

43 

Fundamentals  of  Financial 
Reporting  and  Statement 
Analysis  

7 

20 

"Subordinates* 

Needs" 

Percent 


6 

21 

0 

7 

7 


0 
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TABLE  19 


MANUFACTURING  AND  PRODUCTION 
(N*43) 


Maintenance  Planning  and 

Control.  * 

Automation • • 

Value  Analysis  • • 

Methods  Analysis  and  Work 

Simplification  

Materials  Handling  

Production  Planning  and 
Control  Management  • • • • 

Quality  Control 

Engineering  Economy.  • « • • 
Organization  and  Management 
Purchasing  Operations.  • • 
Inventory  Management  • • • • 


"Should  Have'* 
Percent 


. 37 

. 36 

. 33 

. 29 

. 26 

. 23  ‘ 

. 22 

. 17 

of 

. 13 

. 10 


"Should  Have" 
and  "Could  Use" 
Percent 


72 

76 
82 

90 

77 

78 
68 
66 

46 

63 


"Subordinates 

Needs" 

Percent 


47 

26 

26 

49 

40 

23 

32 

12 

10 

20 


I 


TABLE  20 

MARKETING 

(N«10) 


tl 


Packaging  Design  and 

Development.  . 

Fundamentals  of  Pricing.  • • 

Product  Planning  

Physical  Distribution  Methods 
Marketing  Management  • • • • 
Fundamentals  of  Marketing.  • 
Marketing  Research  • • < • • 
Application  of  Management 
Science  and  Computers  to 
Marketing  Problems  • • • • 
Brand  Marketing 


Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

20 

40 

20 

11 

44 

11 

10 

40 

0 

10 

30 

10 

0 

44 

0 

0 

33 

0 

0 

33 

0 

0 

25 

0 

0 

11 

0 

I 


13 
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TABLE  21 


SALES  MANAGEI4El')T 
(N«9) 

"Should  Have"  "Subordinates  * 

"Should  Have"  and  "Could  Use"  

Percent  Percent  Percent 


Training  of  Field  Salesmen  • • 

Motivating  Salesmen 

Compensation  of  Field 

Salesmen  

Selection  and  Evaluation  of 

Field  Salesmen  

Supervision  of  Field  Salesmen.  • 


25  0 

22  0 

22  0 

22  0 

13  0 


TABLE  22 


INTERNATIONAL  MANAGEIiENT 
(N«9) 


"Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  Use"  Needs^ 

Percent  Percent  Percent 


Commercial  Policy  and 
Trade  Control. 

Sources  of  Funds!  Financing  of 
Day-To-Day  Transactions.  • . 
International  Understanding.  . 
Monetary  Exchange  Problems  . . 
United  States  Foreign 

Economic  Policy.  ....... 

International  Economic 

Analysis  

International  Law 

International  Economic 

Organizations 

Appraising  and  Developing 

Foreign  Markets 

British  Commonwealth,  United 
Nations,  including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role 
in  World  Trade  


22 

33 

11 

22 

35 

11 

11 

33 

0 

11 

22 

0 

11 

22 

0 

11 

22 

0 

0 

25 

0 

0 

25 

0 

0 

25 

0 

0 

13 

0 

o 
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TABLE  23 


RESEARCH  AND  DEVELOPMENT 
(N»15) 


Evaluation  of  the  Research 
and  Development  Programs  • 
Supervision  and  Management 
of  Research  Services  . . . 
Guidelines  for  Selecting  and 
Appraising  New  Projects.  • 
Building  Research  and 

Development  Teams 

Planning  Budgeting  and 

Control  of  Projects.  . . . 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Sub  ordinal 
' Needs" 

Percent 

Percent 

Percent 

43 

72 

21 

38 

61 

8 

29 

72 

21 

. 27 

67 

0 

. 21 

64 

7 

Background  Information  of  Middle  Managers 

Personal*  Educational*  and  Professional  Background 

Forty-one  percent  (N«25)  of  the  61  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  p more  years  of 
productive  employment.  Ninety-three  percent  (N-56)  had  completed 
high  school*  66  percent  (N*40)  had  the  bachelor  s degree,  and  13 
percent  (N=8)  had  the  master's  degree.  One  person  had  the 
Eleven  percent  (N=7)  went  to  business  school  and  seven  percent  (N^) 
went  to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below: 


TABLE  24 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Agriculture  ^ 

Business  Administration  ...»  ^ 

Education 

Engineering 24 

Liberal  Arts J- 

Mineral  Industries i 

Psychology ^ 

Total 


0 

2 

1 

1 

0 

1 

3 

8 


Number 

Doctor's 

0 

0 

0 

0 

0 

0 

1 


i I 


15 
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The  major  areas  of  work  for  the  middle  managers  in  the  Chemical, 
Rubber,  and  Plastic  Products  industry  are  shown  below; 


TABLE  25 

llAJOR  AREAS  OF  WORIC 

Number  Percent 
Managers  Managers 


Administration 9 15 

Engineering ^ 

Finance 2 3 

Industrial  Relations 3 5 

Maintenance 3 5 

Manufacturing 25  40 

Production  Control  — Records 2 3 

Purchasing  and  Procurement 1 2 

Research  and  Development.  b 10 

Service  (yard  and  labor  personnel, etc.)  . . 1 2 

Traffic  and  Transportation 1 2 

Other  (not  specified) 2 3 

Total 1^® 


Methods  of  Updating 

Sixty- six  percent  (N^AO)  of  the  middle  managers  would  take  a credit 
course  and  82  percent  (N*50)  would  take  a non-credit  course  if  they 
were  offered  locally. 

One  manager  was  currently  enrolled  for  the  associate  degree,  and  one 
for  the  master’s.  One  was  studying  business  administration.  No  one 
was  planning  to  enroll. 

Eighty nine  percent  had  no  plans  for  further  degree  work  and  their 
reasons  follow: 


o 


16 


1 
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■ 

I 
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TABLE  26 

] 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORI^AL  EDUCATION 


Number  Percent 
Managers  Managers 


Don*t  have  the  time  

Live  too  far  from  educational  center.  • • • 

Job  demands  no  more  education  

Not  interested.  • 

Cannot  afford  it 

Can  do  better  on  my  own  

Not  a high  school  graduate 

Other  (not  specified)  


18 

10 

7 

5 

4 
3 
2 

5 


19 

13 

9 

7 

6 

4 

9 


Total. 


54  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  is  shown  below: 


TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N*61) 


Number  Percent 
Managers  Managers 


Workshops  or  seminars  on  managerial  topics. 
Attendance  at  regional  or  national 

meetings  of  professional  societies.  . . . 
Company  in-service  training  courses  . . . . 
Managerial  development  within  company  . . . 
Short  refresher  courses  at  colleges 

or  universities 

Correspondence  dourses 

Television  courses.  ....•••••••• 

Workshops  or  seminars  in  liberal  arts 

or  humanities  


30 

49 

28 

46 

13 

21 

10 

16 

9 

15 

7 

11 

o 

3 

1 

2 

Many  sources  of  information  were  used  by  the  middle  managers  to  keep  j 

up  with  new  developments.  Table  28  lists  these  sources. 
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TABLE  28 
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SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*60) 


Percent 


c 

o 


0) 

00 


0) 


u 


0) 

r-4 

0)  td 
CO  «-* 

= 'S 

'O  *> 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  • • 
Subordinate- superior  discussions 

or  meetings 

Manufacturer’s  literature 

Scientific  and  technical  journals. 

Management  journals 

Business  reports  

Technical  books,  reports,  abstracts 

and  indexes 

Lectures,  conferences,  workshops, 

and  seminars  

Professional  society  meetings . . . 
Company  in-service  courses  • • • • 
College  and  university  evening 

courses 

Use  of  consultants  

College  and  university  day 
courses 


Middle  managers  responded  to  a listing  of  seven  educational  me  ia, 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  Their  replies  follow: 


Use 

Frequ 

Avera 

Use 

Use 

Very 

Do  N( 
Use 

r-4  < 

d 

O H-l 
5;  H 

70 

27 

3 

0 

0 

64 

29 

3 

2 

2 

54 

36 

10 

0 

0 

28 

35 

30 

5 

2 

21 

32 

28 

16 

3 

19 

51 

20 

5 

5 

17 

34 

33 

13 

3 

17 

34 

34 

12 

3 

17 

30 

29 

14 

10 

10 

24 

28 

35 

3 

4 

25 

25 

23 

23 

3 

14 

17 

56 

10 

2 

14 

25 

57 

2 

0 

5 

3 

90 

2 

18 
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TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«61) 

Number  Percent 
Managers  Managers 

Programmed  Instruction.  • • 

Educational  television.  . . 

Correspondence  courses.  . . 

Courses  recorded  on  tapes  . 

Two-way  telephone  courses  • 

Courses  recorded  on  records 
Two-way  radio  courses  ... 

Other  (not  specified)  . . . 


30 

49 

24 

39 

23 

38 

7 

11 

7 

11 

6 

10 

C 

8 

3 

5 

t 

[ 

I 


I 

ij 
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Company  Attitudes  Toward  Education 

Of  the  59  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  their  education,  39  percent 
(N®23)  said  the  superior  encouraged  them  and  61  percent  (N®36)  said 
the  superior  was  noncommittal.  No  one  said  the  superior  discouraged 

him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities.  (Table  30) 


TABLE  30 


MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 

TOWARD  PROFESSIONAL  DEVEM)PMENT  j 

(N=60) 


Attend  company  training; 

courses 

Attend  professional 

meetings  

Enroll  for  advanced 

work 

Hold  office  in  pro- 
fessional societies.  . 
Attend  seminars  or  work- 
shops away  from  the 

company 

Write  technical  and 
professional  papers.  . 
Educational  leave  of 
absence 


Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

Percent 

Do  Not  Know 
Percent 

77 

4 

2 

17 

65 

28 

2 

5 

61 

28 

0 

11 

57 

29 

0 

14 

55 

23 

4 

18 

54 

16 

2 

28 

7 

18 

17 

58 

19 
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Fjrty- three  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  52  percent 
were  not)  and  five  percent  did  not  know*  T^fenty-nine  percent  said 
the  training  was  entirely  on  company  timey  42  percent  said  it  was 
partly  on  company  time)  nine  percent  said  it  was  not  on  company 
time)  and  20  percent  did  not  know* 

Seventy- four  percent  reported  that  their  company  had  an  educational 
assistance  plan*  Twenty-three  percent  said  it  did  not  and  three 
percent  did  not  know*  Fifty- eight  percent  said  the  course  had  to  be 
job-related  in  order  to  qualify  for  financial  assistance* 

The  proportion  of  tuition  paid  by  the  company)  as  indicated  by  the 
45  managers  who  responded  to  this  question,  follows: 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


I 

I 


f 


i 


All  or  almost  all 
About  3/4  * * * * 
About  2/3  * * * * 
About  1/2  * * * * 
About  1/3  * * * * 
Less  than  1/3  * * 
Don't  know*  * * * 

Total*  * * • 


Number 

Managers 

13 

5 

10 

13 

0 

0 

4 

45 


The  following  table  shows  the  maximum  amount  cf  tuition  psld  per 
year  by  the  companies  for  which  the  middle  managers  work: 

TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300 
251  - 300  * * 
201  - 250  * * 
151  - 200  * * 
101  - 150  * * 
51  - 100  * * 
50  or  less  * 
Don't  know*  * 


13 

0 

0 

7 

0 

0 

0 

25 


Total 


45 


20 
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When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  11  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  41 
percent  said  it  had  partially  influenced  them,  and  48  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  while  52  percent 

said  the  availability  of  financial  aid  motivated  them  to  some 
extent,  only  two  persons  were  actually  enrolled  and  no  one  was 
planning  to  enroll.  However,  some  who  had  completed  their  edu- 
cational objectives  may  have  been  so  motivated  at  the  time  they  were 
enrolled. 

FIRST- LINE  SUPERVISION 

In  the  industrial  category  of  Chemical,  Rubber,  and  Plastic  Products,  125 
first-line  supervisors  from  13  companies  completed  the  questionnaire. 

First- line  supervisors  were  defined  as  "those  whose  major  activities  have 
to  do  with  supervisory  and  foreman  activities."  The  supervisors  responded 
to  a listing  of  16  course  titles  in  the  area  of  supervisory  responsibility. 
They  provided  information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating  and  company  attitudes  toward  education. 


Educational  Needs 


The  125  first- line  supervisors  in  the  category  of  Chemical,  Rubber,  and 
Plastic  Products  were  asked  to  indicate  which  of  the  16  courses  listed  in 
the  questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need. 
The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of 
the  supervisors: 


Leadership 

Fundamentals  of  the  Supervisor's  Job 

Safety 

Decision  Making  

The  Tools  and  Techniques  of  Effective  Supervision 

Human  Aspect  of  Management 

Communications 

Supervisor's  Role  in  Employee  Discipline 


"Should  Have" 
Percent 


66 

64 

61 

56 

56 

55 

50 

50 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 
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TAfLE  33 

FIRST- LUTE  SUPERVISION  TRAINIllG  NEEDS 

(N«125) 


PrliiClples  of  Supervision; 

Fundamentals  of  the  Supervisors  Job  • • 
The  Tools  and  Techniques  of  Effective 

Supervision  

Decision  Making . . . 

Supervisor’s  Role  in  Employee  Discipline. 
Supervisor's  Role  in  Company  Economics.  . 
Inter-Departmental  Cooperation 

Employee  Training  and  Evaluation 

Safety . • • 

Evaluation  of  Employee  Performance.  . . . 
Employee  Training  

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration  . . . 

Labor  Relations  

Labor  Relations  Legislation  

Developing  Those  We  Supervise 

Leadership 

Human  Aspect  of  Management 

Communications.  • 

Developing  the  Work  Team.  ...  


"Should  Have" 

"Should  Have"  and  "Could  Use" 


No. 

% 

No. 

7o 

80 

64 

116 

93 

68 

56 

108 

89 

67 

56 

102 

85 

60 

50 

103 

86 

55 

46 

101 

84 

52 

44 

101 

86 

70 

61 

102 

89 

50 

42 

98 

82 

48 

40 

94 

78 

53 

44 

94 

78 

48 

41 

79 

67 

26 

22 

58 

50 

80 

66 

108 

89 

67 

55 

108 

89 

59 

50 

104 

88 

45 

39 

89 

77 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Thirty-seven  percent  (N*46)  of  the  first- line  supervisors  were  40  years 
of  age  or  younger.  Seventy- five  percent  (N=92)  were  high  school 
graduates,  18  percent  (N«22)  had  the  bachelor's  degree,  and  three 
percent  (N=4)  had  the  master's  degree;  no  one  had  the  doctorate.  Two 
percent  (N*2)  had  gone  to  business  school  and  14  percent  (N=18)  to 
trade  school.  The  major  fields  of  study  are  Indicated  in  the  following 
table: 
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TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor *8  Master *s 


Agriculture 

Architecture  

Business  Administrations 

Education,  

Engineering.  .....  o 

Law 

Liberal  Arts  

Psychology 

Other  (not  specified).  » 


1 

1 

3 

2 

11 

0 

1 

3 

0 


0 

0 

0 

1 

0 

1 

0 

1 

1 


Total 


22  4 


Below  Is  a listing  of  the  major  areas  of  work  for  the  first- line 
supeTTvlsors  In  the  Chemical*  Rubber*  and  Plastic  Products  Industry. 


TABLE  35 


MAJOR  AREAS  OF  WORIC 

Number  Percent 

Supervisors  Supervisors 


Administration  

Engineering 

Industrial  Relations  • 

Maintenance 

Manufacturing 

Production  Control  — Records 

Purchasing  and  Procurement  

Research  and  Development  .*  

Service  (yard  and  labor  personnel*etc.).  . 

Traffic  and  Transportation  

Other  (not  specified) 


3 
5 
1 

17 

69 

10 

1 

4 
3 

5 
5 


2 

4 

1 

14 

57 

8 

1 

3 
2 

4 
4 


1 


Total 


123 


100 


Methods  of  Updating 


Forty- four  percent  (N=53)  of  the  first- line  supervisors  would  take  a 
credit  course  and  68  percent  (N®83)  would  take  a non-credit  course 
if  they  were  offered  locally* 

Two  of  the  supervisor *3  were  encolled  for  a degree:  one  for  the 

associate  degree  and  one  for  the  master*s.  One  was  planning  to 
enroll  for  the  bachelor *s  degree  and  four  for  the  master* s.  Of  those 
enrolled  or  planning  to  enroll,  the  major  field  of  study  was  business 
administration  for  five,  engineering  for  one,  and  psychology  for  one. 

For  the  82  percent  (N*103)  of  the  supervisors  who  did  not  have  plans 
for  further  formal  education,  the  following  reasons  were  indicated, 

TABLE  36 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Cannot  afford  it  

Not  a high  school  graduate  

Don't  have  the  time 

Not  interested  

Live  too  far  from  educational  center 
Job  demands  no  more  education,  • • • 

Can  do  better  on  my  own 

Other  (not  specified) 

Total 


Number 

Supervisors 

23 

21 

18 

12 

8 

8 

2 

11 


Percent 

Supervisors 

22 

20 

17 

12 

8 

8 

2 

11 


103  100 


First- line  supervisors  had  used  a variety  of  educational  methods 
for  updating  within  the  past  four  years. 


TABLE  37 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N*125) 


Number 

Supervisors 


Percent 

Supervisors 


Company  in-service  training  courses. 
Managerial  development  within  company 
Workshops  or  seminars  on  managerial 

topics  

Correspondence  courses  • 

Attendance  at  regional  or  national 
meetings  of  professional  societies 
Short  refresher  courses  at  colleges 

or  universities 

High  school  courses  to  improve  job 

performance 

Television  courses  


39 

36 

29 

13 

12 

6 

3 

2 


31 

29 

23 

10 

10 

5 

2 

2 
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The  sources  of  Information  used  by  first- line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N«107) 


In-plant  reports  and  bulletins.  . 
Discussion  with  company  personnel 

(informal  or  formal) 

Subordinate- superior  discussions 

or  meetings  

[vianufacturer's  literature  . . . . 

Management  journals  

Company  in-service  courses.  . . . 
Technical  books,  reports, 

abstracts  and  indexes  

Scientific  and  technical  Journals 
Lectures,  conferences,  workshops, 

and  seminars 

Business  reports 

Use  of  consultants 

College  and  university  evening 

courses  

Professional  society  meetings  . . 
College  and  university  day 

courses  


ft 

li 

0 

Q) 

0) 

to 

& 

0)  0) 

0) 

P 
0)  CO 
CO  ^ 

= •3 

0 

O* 

a 

o 

2: 

3 5 

<1>  o 

e (U 

(U  u 

(U 

3 LU 

M U 

> CO 

<;  D 

CO 

P ^ 

o 10 
Q P 

O 4-1 

:s  H 

57 

33 

3 

2 

5 

50 

36 

8 

0 

6 

34 

51 

6 

2 

7 

23 

36 

16 

14 

11 

21 

39 

12 

17 

11 

13 

25 

13 

18 

31 

12 

30 

20 

24 

14 

11 

30 

20 

28 

11 

9 

35 

17 

20 

19 

6 

28 

24 

37 

5 

5 

19 

20 

44 

12 

3 

8 

7 

73 

9 

1 

15 

13 

67 

4 

0 

0 

2 

96 

2 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  39) 
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TABLE  39 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-125) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  • • 
Programmed  Instruction  • • 
Educational  television  • • 
Courses  recorded  on  records 
Courses  recorded  on  tapes. 
Two-way  telephone  courses. 
Two-way  radio  courses.  . . 
Other  (not  specified).  . . 


66 

53 

49 

39 

• 

30 

24 

22 

18 

• 

22 

18 

12 

10 

11 

9 

4 

3 

Company  Attitudes  Toward  Education 


A total  of  122  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  Immediate  superior  toward  continuing  their 
education.  Thirty-nine  percent  (N*47)  said  the  superior  encouraged 
them;  59  percent  (N=72)  said  he  was  noncommittal;  and  two  percent 
(Nb3)  said  he  discouraged  them. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  Is 
reported  In  Table  40.  The  high  percent  who  did  not  know  company 
policy  Indicates  either  a lack  of  policy  of  a lack  of  communication. 


TABLE  40 


SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N-111) 


Attend  company  training 
courses  ....«..• 
Attend  professional 

meetings 

Enroll  for  advanced  work. 
Attend  seminars  or 
workshops  away  from 

the  company  

Hold  office  In  pro- 
fessional societies  . . 
Write  technical  and 

professional  papers  . . 
Educational  leave  of 
absence  


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

69 

10 

1 

20 

63 

13 

3 

21 

62 

13 

4 

21 

46 

14 

2 

38 

45 

15 

2 

38 

39 

9 

1 

51 

11 

11 

11 

67 

n. 
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Fifty-one  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  x^hich  provided  in-service  training;  41  percent 
said  their  company  did  not  provide  it  and  eight  percent  did  not  know. 
Thirty- three  percent  said  the  training  was  completely  on  company 
time,  26  percent  said  it  was  partly  on  company  time,  11  percent  said 
it  was  entirely  on  the  men's  own  time,  £ind  30  percent  did  not  knox7. 

Seventy  percent  reported  that  their  company  had  an  educational  assis- 
tance plan;  18  percent  said  it  did  not,  and  12  percent  did  not  know. 
Fifty-five  percent  said  the  course  must  be  job-related  in  order  to 
qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
77  supervisors  who  answered  this  question,  is  whown  below: 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 

All  or  almost  all 


About  3/4.  8 

About  2/3 ^ 

About  1/2 19 

About  1/3 1 

Less  than  1/3 8 

Don't  know 21 


Total ff 

Table  42  shows  the  maximxim  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first- line  supervisors. 

TABLE  42 

liAXDiUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300.  . . 
201  - 250.  . . 
151  - 200.  . . 
101  - 150.  . . 
51  - 100.  . . 
50  or  less.  . 
Don't  know  . . 


Total 


Number 

Supervisors 

12 

1 

0 

5 

0 

0 

1 

56 

75 


27 


1 


|||Wg||||jM||||||j|g|||g^^ 


When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  27  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  28  percent  said  it 
partially  influenced  them,  and  45  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  55  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to  under- 
take additional  education,  only  two  of  the  125  respondents  were 
actually  enrolled  and  five  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  CHEMICA;.,  RUBBER, 

AND  PLASTIC  PRODUCTS  INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN 
TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Chemical,  Rubber  and  Plastic  Products  were  compared  with  needs  of  those 
in  business  and  industry  as  seen  in  the  total  report,  "Managerial  and 
Supervisory  Educational  Needs  of  Business  and  Industry  in  Pennsylvania." 

The  results  were  quite  similar,  except  for  the  needs  of  top  management. 


Top  Management 


Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


Management  of  Research  and  Development. 
Communication  in  the  Organization  . . . 

Management  Deve lopment 

Effective  Speaking 

Effective  Written  Communications.  • . . 
Long-range  Planning  and  Forecasting  for 

Corporate  Growth 

Overall  Strategy  and  Goals 

* Less  than  50  percent 


"Should  Have" 

Percent 

Chemical,  Rubber  Total 
and  Plastic  Products  Report 


N=30 

N=705 

54 

* 

* 

59 

* 

53 

•k 

50 

* 

50 

* 

50 

it 

50 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  super- 
vise needed  the  following  subjects: 

"Subordinates' 

Needs" 

Percent 

Chemical,  Rubber,  Total 
and  Plastic  Products  Report 
N=30  N=705 


Effective  Written  Communications 73 

Communication  in  the  Organization 70 

Performance  Appraisal  and  Counseling  Techniques  ...  69 

Management  Development 62 

Creativity  and  Innovation  60 

Effective  Speaking 59 

Improving  Decision  Making  of  Managers 58 

Working  Effectively  x^ith  Individuals  and  Groups  ...  58 

Listening  Skills 52 

Human  Aspect  of  Management 50 

Effective  Reading  Skills * 


74 


] 


65 

57 


67 

54 

66 

62 

54 


* Less  than  50  percent 
Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 

Chemical,  Rubber,  and  Plastic  Products  and  in  the  total  report  indicated  j 

a "Should  Have"  need  for  the  following: 

"Should  Have" 

Percent 


Chemical,  Rubber,  Total 
and  Plastic  Products  Report 
N=61  N=l,202 


Working  Efficiently  with  Individuals 64  65 

Management  Development 63  66 

Effective  Communication  in  the  Organization  58  64 

Performance  Appraisal  and  Counseling  Techniques  ...  53  * 

Creativity  and  Innovation 52  * 

Criteria  and  Selection  of  Personnel  for  Promotion  . . 51  * 

Supervisory  Training  and  Employee  Development  ....  * 53 


* Less  than  50  percent 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  were: 

"Subordinates' 

Needs" 

Percent 

Chemical,  Rubber,  Total 
and  Plastic  Products  Report 
N»61 

Working  Efficiently  with  Individuals 78 

Supervisory  Training  and  Employee  Development  • • • • 64 

Effective  Communication  in  the  Organization  64 

Listening  Skills 36 

Performance  Appraisal  and  Counseling  Techniques  . • • 52 

* Less  than  50  percent 

First- Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
fhe  followiixg  of  a listing  of  16  subjects: 

"Should  Have" 

Percent 

Chemical,  Rubber,  Total 
and  Plastic  Products  Report 
N=125  N=l,713 


N=l,202 

62 

61 

56 

50 

* 


Leadership Ob  :>/ 

Fundamentals  of  the  Supervisor's  Job 64  64 

Safety 61  * 

Decision  Making  .....  56  54 

The  Tools  and  Techniques  of  Effective  Supervision  . . 56  55 

Human  Aspect  of  Management 35  53 

Communications 30  51 

Supervisor's  Role  in  Employee  Discipline 50  * 


* Less  than  50  percent 
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REC0H1MENDATI0NS 

For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  reconmendations 
were  made: 

For  the  University 

1,  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management#  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  industry. 

2*  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should  be 
intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first-line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more 
courses  using  these  three  media  to  help  meet  the  self-perceived 
educational  needs  of  managers  and  supervisors. 
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For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first- line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  atd  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors*  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry.  A number  of  the  subjects  which  appear  tc  be  an  integral 
part  of  modern  mjmagement  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  ax^are  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 


For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 


For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES  j 

’’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania"  1968  ($2, CO) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.GC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 

and  Industry  in  Pennsylvania"  1967  ($1.00)  j 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.0C  each): 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 
M-65  Construction 
M-66  Department  Stores 
M-67  Electrical  Machinery 
M~68  Fabricated  Metal  Products 
M-69  Food  and  Kindred  Products 
M-70  Insurance 

M-71  Machinery  (Except  Electrical) 

M-72  Petroleum  Refining 
M-73  Pr:*mary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5,0C) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 

Fifty- three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each): 

Engineering  Fields: 


E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 
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Industrial  Groups: 


E-10  Aircraft,  Motors,  and  Parts  » ' 

E-11  Chemical  and  Allied  j 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

E-15  Paper  and  Allied 

E-16  Petroleum  R^ifining 

E-17  Primary  Metals 

E-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation  < 

E-21  Electric  Utilities 

E-22  Gas  Utilities  i 

E-23  Telephone  and  Telegraph  ^ 

E-24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 


"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 


Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H“57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H~60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H‘^62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 

The  above  publications  may  be  Information  about  the  above  publications 

purchased  from;  ®ay  be  secured  from: 


Continuing  Education  Business  Office  Department  of  Planning  Studies 
J.  Orvis  Keller  Building  One  Shields  Building 

The  Pennsylvania  State  University  The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802  University  Park,  Pennsylvania  16CC2 
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managerial  and  supervisory  educational  needs 
IN  THE  construction  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  Is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  which  Indicate  the  need  for  this  study.  Among  them  are; 

1.  There  Is  a significant  Increase  In  managerial  positions  and  a 
resulting  Increase  In  the  need  for  managerial  education  and  training. 
Managerial  positions  are  Increasing  faster  than  the  Increase  In  the 
total  work  force.  Education  Is  needed  to  keep  up  to  date  and  pre- 
vent obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  Importance 
of  disseminating  and  applying  such  Information. 

3.  Greater  emphasis  Is  being  placed  on  leadership  and  motivation  In 
developing  competence  and  resourcefulness. 

4.  There  Is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  In  Increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  In  today's  highly  competitive  market  Improved  efficiency 
becomes  more  Important. 

6.  Greater  emphasis  Is  being  placed  on  International  management.  The 
International  aspects  of  business  will  become  more  Important  for 
more  companies  In  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  In  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  In  determining  educational  needs  and  In  cooperation  with  other 
educational  Institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on 
responses  from  132  managers  and  supervisors  from  13  companies  in  the  Con“ 
struction  industry  in  Pennsylvania.  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management:  top  management,  middle  management, 

and  first-line  supervision.  Each  questionnaire  listed  courses  in  a number 
of  managerial  areas  pertinent  to  managerial  personnel.  The  respondents 
checked  one  of  three  choices:  "Should  Have,"  "Could  Use,"  and  "Don't  Really 

Need."  Top  and  middle  management  were  asked  to  indicate  the  courses  that 
represented  educational  needs  of  those  they  supervise  in  addition  to  their 
own  needs;  this  was  not  asked  of  first-line  supervision.  Middle  management 
and  first-line  supervision  provided  information  on  their  educational  back- 
ground, methods  of  updating,  and  company  attitudes  toward  education;  this 
was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  six  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  four 
courses  were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  two  of  54  listed  courses  in  the  area  of  general  management.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  only  one  of  the  listed  courses.  (Page  8) 

Twenty-five  percent  had  the  bachelor's  degree.  Middle  managers  had  used 
many  methods  of  Instruction  and  sources  of  information  for  updating,  and 
reported  generally  favorable  attitudes  toward  education  on  the  part  of 
their  companies.  (Pages  15-19) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L. , "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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Flr8t"Ltne  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  only  one  of  16  courses.  (Page  20) 

Nineteen  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had  used 
a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitide  toward  continuing  education. 
(Pages  21-25) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Construction,  36  top  managers  from  13  companies 
completed  the  questionnaire.  Top  managers  were  defined  as  "senior  execu- 
tives who  direct  an  enterprise  as  a whole  or  who  head  the  major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of 
50  percent  or  more  were: 


"Should  Have" 
Percent 


Effective  Speaking.  ...  66 

Financial  Planning  and  Forecasting 64 

Effective  Written  Communications 62 

Fundamentals  of  Financial  Reporting  and  Statement  Analysis.  . 61 

Management  Development 59 

Effective  Reading  Skills 51 


') 
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Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super- 
vise needed  the  follov^ing  courses: 

"Subordinates* 

Needs" 

Percent 

Effective  Written  Conanunications 59 

Working  Effectively  with  Individuals  and  Groups  . . 54 

Effective  Speaking.  

Effective  Reading  Skills 51 

Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated  by 
top  management  as  being  needed  by  those  they  supervise. 

TABLE  1 


GENERAL  MANAGEMENT 
(N«35) 


) 


"Should  Have"  "Subordinates' 
md  "could  Use"  Needsl* 


Overall  Strategy  and  Goals  . . 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Improving  Decision  Making  of 

Managers  

Industrial  Organization  and 

Administration  

Management  Reporting  Systems  . 
Managing  Major  Change  in 

Organizations 

Policy  Formation  

Ethical  Considerations  in 

Business  .....  

Impact  of  Computer  Technology. 
Impact  of  Government  Legislation 
and  Controls  on  Business  . . 
Impact  of  Science  and  Technology 
on  Business  Management  . . . 
Management  of  Research  and 

Development 

Effective  Utilization  of  Man- 
power Resources  and  Allocation 
Impact  of  Multinational  Aspects 
of  Planning  and  Control.  . . . 


Percent 

Percent 

Percent 

49 

72 

26 

37 

77 

17 

37 

71 

40 

37 

71 

34 

31 

57 

29 

29 

72 

14 

29 

63 

23 

26 

55 

29 

24 

56 

29 

18 

56 

21 

18 

47 

24 

16 

38 

22 

12 

56 

21 

6 

19 

10 
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TABLE  ?, 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«35) 

"Should  Have"  "Subordinates* 

",<;|)Oi^ld  Have"  and  "Could  Use"  M^ed^ 

Percent  Percent  Percent 


working  Effectively  with 

Individuals  and  Groups  • • • • 
Communication  in  the 

Organization  

Managerial  Motivation 

Human  Aspect  of  Management  , • • 
Creativity  and  Innovation,  • • • 
Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 


49 

80 

54 

46 

72 

37 

35 

70 

44 

22 

81 

44 

21 

39 

21 

7 

24 

14 

TABLE  3 


COMMUNICATIONS  TECHNIQUES 
(N*36) 


"Should  Havei: 
Percent 


<*Should  Have"  "Subordinates' 

and  "could  Use"  Needs" 

Percent  percent 


Effective  Speaking  

Effective  Written  Communications 
Effective  Reading  Skills  . . . . 
Listening  Skills  


66 

62 

51 

47 


75 

54 

80 

59 

82 

51 

75 

39 

TABLE  4 


ECONOMICS 

(N=33) 


"Should  Have"  "Subordinates* 

“Should  Have"  and  "Could  Use"  N^eds" 

Percent  Percent  Percent 
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TABLE  5 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=31) 


"Should  Have"  "Subordinates ' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 

Survey  Course  on  Quantitative 

Methods 10  39  16 

Statistical  Decision  Theory,  , , 3 42  23 

TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N=34) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Management  Development  , , , 
Criteria  and  Selection  of 

85 

41 

Personnel 

69 

36 

Incentives  

Personnel  Policy  Affecting 

71 

35 

Labor*Management  Relations  , , 39 

Personnel  Policy  Affecting  Wage 

71 

26 

and  Salary  Structure  , , , 
Personnel  Policy  Affecting 

56 

23 

Employment  Practices  • , , 
Performance  Appraisal  and 

49 

17 

Counseling  Techniques,  , , 

. . 14 

TABLE  7 

80 

38 

FINANCIAL  MANAGEMENT 
(N“34) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Meeds" 

Financial  Planning  and  Fore- 

Percent 

Percent 

Percent 

casting 

Fundamentals  of  Financial 
Reporting  and  Statement 

76 

24 

Analysis  

76 

21 

Capital  Budgeting 

Managerial  Accounting  and 

68 

24 

Budgeting.  

54 

21 

6 
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TABLE  8 


MANUFACTURING  AND  PRODUCTION 
(N=30) 


Planning  and  Utilization  of 
Physical  Facilities.  . . , 


Operations  Research  A.pplied  to 


Pricing 

Marketing  Research 
Product  Planning  , 
Logistics  Planning 


"Should  Have" 

"Subordinates' 

’’Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

percent 

Percent 

. 20 

43 

20 

•1.  17 

38 

34 

\ 

3 

33 

20 

TABLE  9 

MARKETING 

(N=29) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

percent 

Percent 

Percent 

, . 31 

41 

28 

. . 28 

38 

21 

. . 15 

26 

11 

. . 8 

27 

19 

TABLE  10 

^TIONAL  MANAGEMENT 

(B=27) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 


Percent 


Percent 


International  Understanding.  . . 
International  Economic  Analysis. 


4 

0 


19 

12 


4 

8 
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MIDDLE  MANAGEMENT 


In  the  industrial  category  of  Construction,  44  middle  managers  from  13 
companies  completed  the  questionnaire.  Middle  managers  were  defined  as 
"personnel  assigned  to  executive  duties  in  the  area  between  senior 
executives  and  supervisors." 


Educational  Needs  Within  Areas  of  Managerial  Responsibility 


The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 


General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects)  ^.\ 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 

Computer  Operations  and  Data  Processing  (4  subjects) 


Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques 
tionnaire  they  "Should  Have'*  "Could  Use,"  or  "Don't  Really  Need.  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 


The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


"Should  Have" 
percent 


Management  Development 

Working  Efficiently  with  Individuals, 


51 

50 


Only  one  course  was  above  the  50  percent  mark  for  those  supervised  by 
middle  managers:  Working  Efficiently  with  Individuals.  (55  percent) 


The  following  tables,  11  through  16,  present  the  data  on  the  six  8®^®tal 
areas  of  managerial  responsibility  which  were  answered  by  all  the  mid  e 
managers  in  the  Construction  industry. 
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TABLE  11 


GENERAL  MANAGEMENT 
(N®42) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Management  Development  

51 

89 

36 

Working  Efficiently  \jith 

Individuals.  . . 

50 

93 

55 

Supervisory  Training  and 

Employee  Development  

43 

88 

48 

Performance  Appraisal  and 

Counseling  Techniques.  . • . • 

36 

88 

26 

Criteria  and  Selection  of 

Personnel  for  Promotion,  . . . 

34 

73 

22 

Analyzing  Organizational 

Behavior  

30 

73 

28 

Principles  and  Analysis  of 
Office  Systems 

28 

66 

18 

Effective  Utilization  of  Man-* 
pouer  Resources  and  Allocation 

27 

68 

29 

The  Application  of  Information 
Technology  on  Decision  Making. 

21 

50 

16 

Long-range  Planning  and  Fore- 
casting for  Corporate  GroiJth  . 

20 

68 

18 

Impact  of  Computer  Technology.  . 

18 

46 

15 

Impact  of  Science  and  Tech- 
nology on  Business  Management. 

15 

65 

18 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

10 

55 

13 

table  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N*42) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Management  Psychology 

29 

72 

10 

H\iman  Aspect  of  Management  . . . 
Understanding  Group  Interaction 

25 

75 

20 

and  Behavior  

23 

61 

15 

Creativity  and  Innovation.  . . . 
Social  and  Cultural  Trends  and 

22 

61 

20 

Their  Impact  on  Business 
Management  

18 

41 

13 

Industrial  Sociology  . 

Impact  of  Consumer  Behavior  on 

15 

38 

13 

Management  

13 

34 

10 
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TABLE  13 


COMMUNICATION 

(N-42) 


Business  Letter  Writing.  • . 
Effective  Communication  in  the 

Organization  

Effective  Report  Writing  . . 
Oral  Presentation  of  Reports 

Listening  Skills  

Effective  Reading  Skills  , . 
Conference  Leadership.  . . • 


The  Price  Mechanism 

Economic  Trends 

Fundamentals  of  Economics.  . 
The  Economic  Systems  of  the 

United  States 

Economics  of  Technology  and 

Innovation  

Comparative  Economic  Systems 
International  Economics.  . . 


"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 49 

90 

44 

. 48 

83 

43 

. 43 

79 

38 

. 37 

78 

39 

. 37 

78 

32 

. 33 

79 

38 

. 29 

58 

17 

TABLE  14 

ECONOMICS 

(N*40) 

"Should  Have” 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

percent 

Percent 

Percent 

ost  26 

52 

18 

. . 20 

58 

15 

. . 11 

64 

13 

. . 10 

48 

18 

. . 8 

44 

10 

. . 3 

34 

5 

. . 0 

23 

5 

0 

10 

3 
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TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N*41) 


"Should  Have"  "Subordinates' 


"Should  Have"  and  "rould  Use"  Needs" 


and 


Improving  Decision  Making  of 

Managers  

Replacement  Management  . . 
Review  of  Basic  Mathematics 
Inventory  Management  , , . 
Applying  Program  Evaluation 
Review  Techniques  (PERT) 
Statistical  Decision  Theory 
Linear  Programming  .... 
Dynamic  Programming.  . • . 
Statistical  Procedures  and 

Methods,  

Probability  Theory  , , . , 

Analytic  Geometry 

Matrix  Algebra  

Calculus  of  Infinite  Series 
Calculus  of  Finite  Differences 
Waiting  Lines 


Percent 

Percent 

Perce 

39 

61 

5 

35 

63 

15 

30 

58 

40 

28 

58 

15 

23 

81 

18 

13 

59 

8 

13 

37 

8 

13 

29 

3 

10 

38 

5 

8 

31 

8 

5 

28 

13 

5 

20 

8 

5 

18 

8 

5 

15 

5 

0 

18 

3 

TABLE  16 


COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N«40) 


"Should  Have"  "Subordinates' 
md  "nould  Use"  Needs" 


Data  Systems  and  Processing.  . , 
Applying  the  Computer  to 
Problems  of  Business  and 

Management  . 

Fundamentals  of  Programming  for 

Computer  Operations 

Mathematics  for  Digital 

Computers 


percent 

Percent 

Percent 

28 

61 

25 

23 

66 

18 

20 

35 

13 

11 

27 

13 

11 


If  the  managers*  area  of  major  responsibility  was  not  included  in  the 
preceding  six,  he  was  ashed  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  v;ere: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 


The  following  tables,  17  through  23,  show  the 

responses  for 

these  special 

fields  of  work. 

TABLE  17 

INDUSTRIAL  P^LATIONS  AND  PERSONNEL  MANAGEMENT 

(N=19) 

"Should  Have" 

"Subordinates ' 

1 

"Should  Have" 

and  "Could  Use' 

' Needs" 

Percent 

Percent 

percent 

Recruiting,  Intervievjing, 

Selection,  Assessment  of 
Personnel  and  Promotion.  . . 

. 44 

94 

28 

Management  and  Labor  Relations 

. 44 

77 

28 

In-plant  Training 

. 35 

76 

35 

Job  Analysis  and  Job  Evaluation 

Methods.  ....  

. 32 

79 

11 

Maintaining  Efficient  and  Up“To- 

75 

31 

Date  Personnel  Records  . . . 

. 31 

Employee  Benefit  Plans  . . . . 

. 29 

76 

12 

Salary  and  VJage  Administration 
Industrial  Safety  and  Medical 

. 24 

53 

18 

Services  

. 18 

53 

29 

TABLE  18 

FINANCIAL  MANAGEMENT 

(H-17) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use 

" Needs" 

Percent 

Percent 

Percent 

New  Developments  in  Equipment 

18 

Replacement  Policy  

. 35 

82 

Budgets 

Fundamentals  of  Financial 

. 31 

81 

25 

Reporting  and  Statement 
Analysis  

. 25 

75 

25 

Taxes.  . 

. 24 

77 

18 

Managerial  Accounting 

Financial  Planning  and 

. 20 

73 

27 

18 

Forecasting 

. 18 

71 

12 


1 
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TABLE  19 

MANUFACTURING  AND  PRODUCTION 
(N-21) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Methods  Analysis  and  Work 

Simplification  

55 

85 

35 

Organization  and  Management  of 
Purchasing  Operations 

50 

89 

39 

Value  Analysis  

47 

84 

37 

Automation  

45 

80 

35 

Engineering  Economy 

45 

80 

30 

Inventory  Management  

44 

66 

33 

Production  Planning  and  Control 
Management  

43 

81 

24 

Maintenance  Planning  and 

Control 

37 

53 

42 

Materials  Handling  

32 

58 

26 

Quality  Control 

26 

42 

21 

TABLE  20 

MARKETING 

(N»13) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Marketing  Management 42 

Physical  Distribution  Methods,  , 33 

Fundamentals  of  Marketing.  ...  33 

Fundamentals  of  Pricing 31 

Product  Planning  25 

Marketing  Research  25 

Brand  Marketing 18 

Application  of  Management 
Science  and  Computers  to 

Marketing  Problems  8 

Packaging  Design  and  Development  0 


13 


75 

33 

75 

17 

66 

8 

93 

15 

75 

25 

50 

17 

45 

9 

39 

8 

0 

10 
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TABLE  21 


SALES  MANAGEMENT 
(N=14) 


"Should  Have" 


"Should  Have"  "Subordinates' 
and  "Could  Use"  Needs" 


Selection  and  Evaluation  of 

Field  Salesmen  

Motivating  Salesmen 

Supervision  of  Field  Salesmen, 
Compensation  of  Field  Salesmen 
Training  of  Field  Salesmen  , , 


Percent 

Percent 

Percent 

46 

69 

15 

36 

86 

21 

36 

79 

29 

36 

57 

21 

31 

69 

23 

TABLE  22 


INTERNATIONAL  MANAGEMENT 
(N=7) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent 


International  Understanding,  , , 
United  States  Foreign  Economic 

Policy  

Monetary  Exchange  Problems  , , , 
Commercial  Policy  and  Trade 

Control 

International  Lax*7 

International  Economic 

Organizations 

British  Commonwealth,  United 
Nations,  including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role  in 

World  Trade 

Sources  of  Funds:  Financing  of 

Day-to-Day  Transactions,  , , , 
Appraising  and  Developing 

Foreign  Markets 

International  Economic  Analysis, 


43 


Percent 

14 


0 

0 


33 

17 


17 

17 


0 

0 


17 

17 


17 

17 


17 


17 


0 

0 


17 

17 


17 

17 


0 

0 


17 

17 


17 

0 


14 
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TABLE  23 

RESEARCH  AND  DEVELOPMENT 
(N«10) 


M 


Planning  Budgeting  and  Control 

of  Projects 

Guidelines  for  Selecting  and 
Appraising  New  Projects,  . . 
Evaluation  of  the  Research  and 

Development  Program 

Building  Research  and  Develop** 

ment  Teams  

Supervision  and  Management  of 
Research  Services 


Should  Have" 
Percent 

. 60 
. 13 

. 0 

0 

0 


"Should  Have" 
nd  "Could  Use" 
Percent 

90 

38 

44 

33 

33 


"Subordinates ' 
Needs" 
Percent 

30 

13 

22 

33 

11 
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Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 

Twenty-nine  percent  (N*13)  of  the  44  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  a least  25  more  years  of 
productive  employment.  Elghty-nlne  percent  (N-39)  had  completed  high 
school,  25  percent  (N*ll)  had  the  bachelor's  degree,  and  five  percent 
(N*2)  had  the  master's  degree.  No  one  had  the  doctorate.  Twenty- 
five  percent  (N=ll)  went  to  business  school  and  five  percent  (N*2) 
went  to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below: 


TABLE  24 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Business  Administration 4 1 

Engineering 5 1 

Psychology 1 ® 

Other  (not  specified) 1 0 


Total 


11  2 


The  major  areas  of  work  for  the  middle  managers  in  Construction 
are  shown  In  Table  25. 


TABLE  25 


MAJOR  AREAS  OF  UORK 


Number  Percent 

Managers  Manaiters 


Administration  . . 
Engineering.  . . . 

Finance 

Maintenance .... 
Manufacturing.  . . 
Marketing  and  Sales 


Production  Control  ***  Records 2 

Purchasing  and  Procurement  3 

Service  (yard  and  labor  personnel,  etc.)  . . . 1 

Traffic  and  Transportation  1 

Other  (not  specified) 3 

Total 


Methods  of  Updating 


40 

15 

10 

2 

5 

5 

5 

7 

2 

2 

7 

100 


Fifty-eight  percent  (N*=23)  of  the  middle  managers  would  take  a credit 
course  and  65  percent  (N-28)  would  take  a non-credit  course  if  they 
were  offered  locally. 

One  manager  was  currently  enrolled  for  the  bachelor's  degree  and  one 
for  the  master's.  Two  planned  to  enroll  for  the  bachelor's  degree. 
Major  fields  of  study  for  those  enrolled  or  planning  to  enroll  were: 
two  in  business  administration,  one  in  education,  and  one  in  another 
field  which  was  not  speicfied. 
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Eighty “four  percent  had  no  plans  for  further  degree  vork  and  their 
reasons  are  given  below: 


TABLE  26 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Ntunber  Percent 

Managers  Managers 


Don't  have  the  time 

Job  demands  no  more  education 

Cannot  afford  It 

Live  too  far  from  educational  center  « • • • • 

Can  do  better  on  my  own 

Not  Interested  

Not  a high  school  graduate  

Other  (not  specified) 


20 

6 

2 

1 

1 

1 

1 

5 


54 

16 

5 


3 

3 

13 


Total 


37  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  follows: 


) 
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TABLE  27 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N=44) 


Workshops  or  seminars  on  managerial  topics  . 
Attendance  at  regional  or  national  meetings 

of  professional  societies • 

Correspondence  courses  » 

Company  In-service  training  courses 

Managerial  development  within  company.  . . . 
Short  refresher  courses  at  colleges  or 

universities  


Number 

Percent 

Managers 

Managers 

. 18 

41 

. 11 

25 

. 7 

16 

. 6 

14 

. 6 

14 

2 5 


Many  sources  of  Information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources 
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TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*41) 


Percent 


Discussion  with  company  personnel 
(informal  or  formal)  ..... 
In-plant  reports  and  bulletins  . 
Subordinate-superior  discussions 

or  meetings 

Manufacturer's  literature.  . . . 

Business  reports  

Management  journals 

Lectures,  conferences,  workshops, 

and  seminars  

Technical  books,  reports, 

abstracts  and  indexes 

Scientific  and  technical  journals 
Professional  society  meetings.  . 
College  and  university  evening 

courses 

Use  of  consultants  

Company  in-service  courses  . . . 
College  and  university  day  courses 


Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

Would  Use 
If  Available 

60 

34 

3 

0 

3 

44 

37 

3 

8 

8 

43 

49 

5 

3 

0 

41 

35 

5 

16 

3 

32 

29 

29 

5 

5 

24 

33 

32 

8 

3 

23 

31 

23 

13 

10 

19 

49 

24 

8 

0 

14 

39 

25 

19 

3 

8 


17 


36 


36 


6 

5 

3 

0 


3 

22 

20 

3 


14 

41 

6 

6 


71 

27 

34 

91 


6 

5 

37 

0 


Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  Instruction,  through  which  they  would  take 
courses.  (Table  29) 


TABLE  29 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=44) 


Correspondence  courses  . . . 
Programmed  instruction  . . . 
Educational  television  . . . 
Courses  recorded  on  tapes.  . 
Courses  recorded  on  records. 
Two-way  telephone  courses.  . 
Other  (not  specified).  . • • 


Number 

percent 

Managers 

l^anaeers 

. 21 

48 

. 17 

39 

. 11 

25 

. 9 

20 

. 9 

20 

. 5 

11 

5 

18 
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Company  Attitudes  Toward  Education 

Of  the  41  managers  responding  to  a question  on  the  attitude  of  their 
Immediate  superior  toward  continuing  their  education,  44  percent 
(N*18)  said  the  superior  encouraged  them  and  56  percent  (N*23)  said 
the  superior  was  noncommittal.  No  one  said  the  superior  discouraged 
him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  In  professional  and  educational  activities  as  listed 
below: 


TABLE  30 


MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOUARD  PROFESSIONAL  DEVELOPMENT 
(N=38) 


Encouraees 

Noncommittal 

Discourages 

Do  Not  Know 

Attend  professional 

Percent 

Percent 

Percent 

Percent 

meetings 

Attend  company  training 

, 83 

14 

0 

3 

courses 

Hold  office  in  pro- 

.  82 

12 

0 

6 

fessional  socleltes  , 
Attend  seminars  or  xjork- 
shops  away  from  the 

. 65 

26 

0 

9 

company 

, 64 

13 

5 

18 

Enroll  for  advanced  work 
Write  technical  and  pro- 

.  61 

22 

3 

14 

fessional  papers  , , , 
Educational  leave  of 

CO 

CM 

• 

34 

0 

38 

absence 

. 3 

11 

8 

78 

Twenty-six  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  69  percent 
were  not,  and  five  percent  did  not  know.  Thirty-three  percent  said 
the  training  was  entirely  on  company  time,  22  percent  said  it  was 
partly  on  company  time,  19  percent  said  it  x^as  not  on  company  time, 
and  26  percent  did  not  know. 


Twenty-seven  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Sixty-three  percent  said  it  did  not  and  ten  percent 
did  not  know.  Forty  percent  said  the  course  had  to  be  job-related 
In  order  to  qualify  for  financial  assistance. 


The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the  ten 
managers  who  responded  to  this  question,  follows: 

TABLE  31 

PROPORTION  OF  TUITION  PAID 

Number 

Managers 


All  or  almost  all 
About  3/4,  , , • 

About  2/3,  • • • 

About  1/2,  • • • 

About  1/3,  • • • 

Less  than  1/3,  • 

Don*t  know  , , , 

Total  . 10 

None  of  the  managers  knew  the  maximum  amount  of  tuition  paid  per  year 

by  the  companies  for  which  they  work,  I 

When  asked  about  the  effect  of  available  company  educational  assist-  j 

ance  in  motivating  them  to  undertake  further  education,  17  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  25  per- 
cent said  it  had  partially  influenced  them,  and  58  percent  said  it 
had  no  effect.  There  is  an  inconsistency  here:  while  42  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
only  two  persons  were  actually  enrolled  and  two  were  planning  to 
enroll.  However,  some  who  had  completed  their  educational  objectives 
may  have  been  so  motivated  at  the  time  they  were  enrolled, 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Construction,  52  first-line  supervisors  from 

13  companies  completed  the  questionnaire.  First-line  supervisors  were 

defined  as  "those  whose  major  activities  have  to  do  with  supervisory  and 

foreman  activities,"  The  supervisors  responded  to  a listing  of  16  course  ^ 

titles  in  the  area  of  supervisory  responsibility.  They  provided  information 

on  their  personal,  educational,  and  professional  background,  methods  of 

updating  and  company  attitudes  toward  education. 


Educational  Needs 


The  52  first-line  supervisors  in  the  industrial  category  of  Construction 
were  asked  to  indicate  which  of  the  16  course  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need," 


The  one  course  which  was  rated  "Should  Have"  by  50  percent  or  more  of  the 
supervisors  was  Fundamentals  of  the  Supervisor’s  Job,  (52  percent). 
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Table  32  gives  the  ’’Should  Have”  and  the  combined  ’’Should  Have”  and  "Could 
Use”  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 


TABLE  32 

FIRST-LINE  SUPERVISION  TPJ^INING  NEEDS 

(N=50) 


Principles  of  Supervision 

Fundamentals  of  the  Supervisor *s  Job  , • 
The  Tools  and  Techniques  of  Effective 

Supervision 

Decision  Making 

Supervisor's  Role  in  Company  Economics  , 
Supervisor's  Role  in  Employee  Discipline 
Inter-Departmental  Cooperation  

Employee  Training  and  Evaluation 

Safety  

Evaluation  of  Employee  Performance  . , , 
Employee  Training 

The  Supervisor  and  the  Union 

Labor  Relations 

Grievance  Procedure  and  Arbitration.  . . 
Labor  Relations  Legislation 

Developing  Those  We  Supervise 

Human  Aspect  of  Management  

Communications  

Leadership  

Developing  the  Work  Team  


"Should  Have” 


"Should  Have” 

and  "Could  Use 

No.  % 

No.  % 

26 

52 

39 

78 

18 

37 

40 

82 

16 

34 

39 

83 

15 

33 

36 

79 

11 

23 

31 

66 

10 

21 

28 

59 

18 

39 

32 

69 

14 

30 

30 

65 

4 

9 

26 

56 

16 

33 

32 

66 

8 

17 

28 

59 

7 

15 

24 

51 

17 

36 

37 

79 

15 

33 

29 

63 

13 

28 

41 

88 

13 

28 

31 

67 

Background  Information  of  First -Line  Supervisors 


Personal,  Educational,  and  Professional  Background 


Thirty-two  percent  (N“16)  of  the  first-line  supervisors  were  40  years 
of  age  or  younger.  Eighty- four  percent  (N=43)  were  high  school 
graduates,  19  percent  (N“10)  had  the  bachelor's  degree,  and  no  one  had 
the  master's  degree  or  the  doctorate.  Twelve  percent  (N=6)  had  gone 
to  business  school  and  15  percent  (N**o)  to  trade  school.  The  major 
fields  of  study  are  indicated  in  the  following  table: 
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TABLE  33 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number 

Bachelor’s 


Architecture 1 

Engineering ^ 

Lav.  . ^ 

Liberal  Arts 1 

Mineral  Industries  1 

Other  (not  specified) 2 

Total 10 


The  major  areas  of  work  for  the  first-line  supervisors  in  Construction 
are  shown  in  the  following  table: 


TABLE  34 

Mi^J0R  AREAS  OF  WORIC 


Number  Percent 

Supervisors  Supervisors 


Administration 7 15 

Engineering 10  23 

Finance 2 4 

Industrial  Relations  1 2 

Maintenance 3 7 

Manufacturing 3 7 

Marketing  and  Sales 1 2 

Production  Control  — Records 1 2 

Purchasing  and  Procurement  2 4 

Research  and  Development  1 2 

Service  (yard  and  labor  personnel,  etc.)  7 13 

Traffic  and  Transportation  1 2 

Other  (not  specified) 7 15 

Total . 46  100 


Methods  of  Updating 

Forty-seven  percent  (N=24)  of  the  first- line  supervisors  would  take  a 
credit  course  and  72  percent  (N**36)  would  take  a non-credit  course  if 
they  were  offered  locally. 
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T^>70  of  the  supervisors  vjere  currently  enrolled  for  the  bachelor's 
degree.  T\^o  planned  to  enroll  for  the  bachelor's  degree  and  one  for 
the  master's.  Of  those  enrolled  or  planning  to  enroll,  two  wanted 
to  study  engineering  and  one  psychology. 

For  the  A-5  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated: 


TABLE  35 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number 

Supervisors 


Percent 

Supervisors 


Don't  have  the  time «...  20 

Cannot  afford  it 10 

Job  demands  no  more  education 3 

Not  a high  school  graduate 4 

Not  interested 4 

Can  do  better  on  my  own 1 

Other  (not  specified) 1 


45 

22 

11 

9 

9 

2 

2 


Total 


45 


100 


First"line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 


TABLE  36 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N*52) 


Humber 

Supervisors 


Percent 

Supervisors 


Company  in~service  training  courses.  . . 12 

VJorkshops  or  seminars  on  managerial 

topics 11 

Managerial  development  within  company.  . 7 

Correspondence  courses  6 

Attendance  at  regional  or  national 

meetings  of  professional  societies  , . 5 

Short  refresher  courses  at  colleges 

or  universities 3 

Workshops  or  seminars  in  liberal  arts 

or  humanities 1 


23 

21 

13 

12 

10 

10 

2 


23 
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The  sources  of  Information  used  by  flrst^llne  supervisors  In  keeping 
up  to  date  vlth  nev  developments  are  shovm  In  the  following  table: 


TABLE  37 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-43) 


Discussion  with  company  personnel 

(Informal  or  formal)  

Subordinate 'Superior  discussions 

or  meetings.  

Manufacturer's  literature 

In'plant  reports  and  bulletins  . . 
Scientific  and  technical  Journals. 
Technical  books » reports, 

abstracts,  and  Indexes  

Professional  society  meetings.  . . 
Management  Journals.  ....... 

Business  reports  

Use  of  consultants  ........ 

Lectures,  conferences,  work' 

shops,  and  seminars 

College  and  university  day 

courses 

Company  In' service  courses  , . . . 
College  and  university  evening 
courses 


Percent 


Q> 

r— 1 

P 

Q>  CO 

u 

CO  rH 

a 

Q) 

M 

P 

0) 

60 

0)  (U 

U 

to 

0 

VO 

> r-* 

o 

•o  > 

cr 

U 

U 

as 

ni  <! 

0)  0) 

0)  0) 

0) 

0 . 

CO  M 

> CO 

OS 

O CO 

o 44 

< p 

p p 

5 M 

58 

28 

0 

5 

9 

34 

34 

13 

16 

3 

32 

34 

13 

13 

8 

28 

36 

10 

18 

8 

18 

43 

13 

21 

5 

18 

34 

16 

24 

8 

14 

8 

11 

56 

11 

13 

44 

10 

15 

18 

7 

37 

21 

33 

2 

6 

20 

26 

45 

3 

5 

29 

15 

23 

28 

3 

0 

0 

80 

17 

0 

22 

3 

30 

45 

0 

6 

6 

64 

24 

Flrst'llne  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  Include  formal  classroom  Instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  38) 


24 


TABLE  38 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-52) 


Number 

Supervlsora 


Percent 

Supervlaors 


Correspondence  courses  . . 

Programmed  Instruction  • • 

Educational  television  • • 

Courses  recorded  on  tapes. 

Courses  recorded  on  records 
Two-way  telephone  courses. 

Two-way  radio  courses.  . . 

Company  Attitudes  Toward  Education 

A total  of  48  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  Immediate  superior  toward  continuing  their  education. 
Forty-eight  percent  (N*23)  said  the  superior  encouraged  them;  50 
percent  (N=24)  said  he  was  noncommittal,  and  two  percent  (N=l)  said 
he  discouraged  him. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  In  educational  and  professional  activities  Is 
reported  In  the  following  table.  The  high  percent  who  did  not  know 
company  policy  Indicates  elgher  a lack  of  policy  or  a lack  of  com- 
munication. 


28 

54 

20 

38 

10 

19 

10 

19 

6 

12 

5 

10 

2 

4 

TABLE  39 


SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N*46) 


Encourages  Noncommittal  Discourages  Do  Not  Know 


A. t tend  company  training 
courses 

percent 
. 73 

percent 

8 

percent 

3 

Percfi 

16 

Attend  professional 
meetings  

. 46 

8 

5 

41 

Hold  office  In  pro- 
fessional societies.  . 

. 42 

29 

3 

26 

Enroll  for  advanced  work 

. 32 

24 

0 

44 

Attend  seminars  or  work- 
shops away  from  the 
company 

. 32 

19 

5 

44 

Write  technical  and  pro- 
fessional papers  . . . 

. 24 

26 

0 

50 

Educational  leave  of 
absence 

. 2 

4 

11 

83 

25 
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Twenty-two  percent  of  the  supervisors  were  employed  by  companies 
which  provided  in-service  training;  66  percent  said  their  company 
did  not  provide  it  and  12  percent  did  not  know.  Forty-one  percent 
said  the  training  was  completely  on  company  time,  no  one  said  it 
was  partly  on  company  time,  24  percent  said  it  was  entirely  on  the 
men's  own  time,  and  35  percent  did  not  know. 

Twenty-eight  percent  reported  that  their  company  had  an  educational 
assistance  plan;  48  percent  said  it  did  not,  and  24  percent  did  not 
know.  Thirty-six  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
17  supervisors  who  answered  this  question,  is  shown  in  the  table 
below: 


TABLE  40 


PROPORTION  OF  TUITION  PAID 

Number 

Supervisors 

3 
0 
0 


0 


10 


All  or  almost  all 
About  3/4.  ... 
About  2/3.  . • o 
About  1/2.  . . • 
About  1/3.  • • • 
Less  than  1/3,  . 
Don't  know  . . . 


Total  17 


[ None  of  the  supervisors  knew  the  maximum  amount  of  tuition  paid  per 

^ year  by  the  companies  for  which  they  work. 

5 

i 

[ Uhen  asked  what  the  effect  of  available  financial  assistance  was  on 

I their  motivation  to  undertake  further  education,  22  percent  of  the 

supervisors  said  it  strongly  encouraged  them,  28  percent  said  it 
i partially  Influenced  them,  and  50  percent  said  it  had  no  effect. 

I The  seeming  inconsistency  that  was  noted  for  the  middle  managers 

I applies  to  the  supervisors:  while  50  percent  said  that  the  avail - 

[ ability  of  financial  aid  had  motivated  them  to  some  extent  to  under- 

I take  additional  education,  only  two  of  the  52  respondents  were 

I actually  enrolled  and  three  were  planning  to  enroll. 
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COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  CONSTRUCTION 
INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  In  the  Industrial 
category  of  Construction  as  compared  vjlth  needs  of  those  In  business  and 
Industry  as  seen  In  the  total  report,  "Managerial  and  Supervisory  Educational 
Needs  of  Business  and  Industry  In  Pennsylvania,"  were  relatively  lower  and 
less  numerous,  except  for  top  management. 


Top  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers; 

♦'Should  Have" 
percent 


Effective  Speaking  

Financial  Planning  and  Forecasting  , , 
Effective  Written  Communications  . . • 
Fundamentals  of  Financial  Reporting  and 

Statement  Analysis  ...  

Management  Development  

Effective  Reading  Skills  

Communication  In  the  Organization.  . . 
Long-range  Planning  and  Forecasting  for 

Corporate  Growth  

Overall  Strategy  and  Goals  


Construction 

Total 

Repor 

N=36 

N*705 

. 66 

50 

. 64 

it 

. 62 

50 

. 61 

* 

59 

53 

. 51 

* 

* 

59 

ic 

50 

it 

50 

* Less  than  50  percent 


RIC 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 

"Subordinates' 

Weeds" 

Percent 


Effective  Written  Communications  

Effective  Speaking  

Working  Effectively  with  Individuals  and  Groups, 

Effective  Reading  Skills  o . • 

Communication  in  the  Organization 

Listening  Skills  

Performance  Appraisal  and  Counseling  Techniques, 

Management  Development  

Human  Aspect  of  Management 

Improving  Decision  Making  of  Managers 

* Less  than  50  percent 


Total 

rons true t ion  Report 

N*=36  N*705 

, 59  74 

54  67 

, 54  66 

51  62 

* 65 

* 62 

* 57 

, * 56 

* 54 

* 54 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Construction  and  in  the  total  report  indicated  a "Should  Have"  need  for  the 

following: 


"Should  Have" 
Percent 


Management  Development  , • , . . 

Working  Efficiently  with  Individuals  

Effective  Communication  in  the  Organization,  , 
Supervisory  Training  and  Employee  Development, 

* Less  than  50  percent 


Construction 

Total 

Report 

N*44 

N*l,202 

. 51 

66 

. 50 

65 

it 

• 

64 

* 

53 
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Subjects  with  50  percent  or  more  of  the  middle  managers  thought  repre* 
sented  educational  needs  of  those  they  supervise  were: 

"Subordinates' 

Needs" 

Percent 

Total 

Construction  Report 

N=44  N*l,202 


Working  Efficiently  with  Individuals  55  62 

Supervisory  Training  and  Employee  Development * 61 

Effective  Communication  In  the  Organization * 56 

Listening  Skills * 50 


* Less  than  50  percent 


Flrst*Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Total 

Construction  Report 

N=52  N*l,713 

Fundamentals  of  the  Supervisor's  Job 52  64 

Leadership * 57 

The  Tools  and  Techniques  of  Effective  Supervision.  • • * 55 

Decision  Making * 54 

Human  Aspect  of  Management * 53 

Communications * 51 


* Less  than  50  percent 
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RECOMMENDATIONS 


For  the  total  report,  ”Manaserlal  and  Supervisory  Educational  Needs  of 
Business  and  Industry  In  Pennsylvania,"  the  follovjlng  recommendations 
\tere  made: 

For  the  University 

1«  The  need  for  additional  training  In  the  area  of  communications  — ■ 
such  subjects  as  report  vrltlng,  effective  speaking,  conference 
leadership  uas  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  Its  programs  In  this  field  and  make 
them  available  at  locations  convenient  to  business  and  Industry. 

2.  Management  development  vas  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  Nhlle  historically  the 
University  has  been  a leader  In  this  field.  Its  efforts  should 
be  Intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  In  human  relations.  The  number  of  programs 
In  this  field  should  be  Increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  Its  offerings  of  courses, 
seminars,  workshops  and  Institutes  for  all  three  levels  of  man- 
agement, and  make  them  available  at  convenient  locations. 

5.  When  classroom  Instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first* line  supervisors  said  they  would  take 
courses  by  programmed  Instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more 
courses  using  these  three  media  to  help  meet  the  self-perceived 
educational  needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  In 
educational  activities  should  be  much  more  widely  disseminated 
among  middle  managers  and  first-line  supervisors,  A large 
percentage  do  not  know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  It  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


4,  Companies  should  help  their  managers  to  realize  and  meet  the 
needs  presented  by  the  Increasing  complexity  of  modern  business 
and  industry,  A number  of  the  subjects  i'7hlch  appear  to  be  an 
Integral  part  of  modern  management  were  not  perceived  as  needed 
by  the  managers  and  supervisors  who  took  part  in  this  study, 

5,  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  Information  for  updating  was  through  discussion 
with  company  personnel,  the  company  should  be  avjare  of  the 
great  potential  of  this  means  of  dissemination  of  information, 

6,  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service 
programs, 

7,  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world, 

8,  Greater  consideration  should  be  given  to  the  use  of  all  avail- 
able educational  media,  such  as  programmed  Instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1,  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future, 

2,  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1,  Professional  associations  should  assist  the  companies  in 
encouraging  more  educational  activities  by  sponsoring  work- 
shops and  meetings,  subsidizing  training  activities,  and  aid 
in  the  dissemination  of  information  to  prevent  technological 
and  managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  DEPARTIIENT  STORES  IN  PENNSYLVANIA 


INTRODUCTION 


The  education  and  training  of  managers  is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  vhlch  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today's  highly  competitive  market  improved  efficiency 
becomes  more  Important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
International  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a atudy  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on 
responses  from  160  managers  and  supervisors  from  nine  Department  Stores  in 
Pennsylvania.  The  survey  utilized  three  questionnaire  forms,  one  for  each 
level  of  management:  top  management,  middle  management,  and  first* line 

supervision.  Each  questionnaire  listed  courses  in  a number  of  managerial 
areas  pertinent  to  managerial  personnel.  The  respondents  checked  one  of 
three  choices:  "Should  Have,"  "Could  Use,"  and  "Don't  Really  Need."  Top 

and  middle  management  were  asked  to  indicate  the  courses  that  represented 
educational  needs  of  those  they  supervise  in  addition  to  their  own  needs; 
this  was  not  asked  of  first- line  supervision.  Middle  management  and  first- 
line  supervision  provided  information  on  their  educational  background, 
methods  of  updating,  and  company  attitudes  toward  education;  this  was  not 
asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  eight  were  checked  by  50  percent  or  more  of  top 
managers  as  "Should  Have."  (Page  3 ) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  11  courses 
were  needed.  (Page  4 ) 


Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  four  courses  in  the  areas  of  general  management  and  communication, 
out  of  54  courses  listed  in  six  areas.  (Page  9 ) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  one  of  the  listed  courses.  (Page  9 ) 

The  educational  level  was  high,  with  46  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  16-19) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The 
Pennsylvania  State  University,  1967.  A total  of  3,620  managers  at  three 
levels  in  250  companies  took  part  in  the  survey:  705  top  managers, 

1,202  middle  managers,  and  1,713  first- line  supervisors.  Twenty- two 
industrial  categories  and  eight  sizes  of  companies  were  represented  in 
the  study. 
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Flrst*Line  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should  Have" 
need  for  six  out  of  16  courses.  (Page  21) 

Fifty-seven  percent  of  the  supervisors  had  the  bachelor’s  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  22-26  ) 

TOP  MANAGEMENT 

In  the  category  of  Department  Stores,  31  top  managers  from  nine  stores 
completed  the  questionnaire.  Top  managers  were  defined  as  "senior  executives 
who  direct  an  enterprise  as  a whole  or  who  head  the  major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  Indicated  a "Should  Have"  need  of 
50  percent  or  more  were: 


"Should  Have" 
Percent 


Communication  in  the  Organization  79 

Effective  V7rittcn  Communications 63 

Working  Effectively  with  Individuals  and  Groups  61 

Effective  Speaking 59 

Performance  Appraisal  and  Counseling  Techniques  ^ 59 

Human  Aspect  of  Management 52 

Improving  Decision  Making  of  Managers  50 

Long-range  Planning  and  Forecasting  for  Corporate  Growth.  ...  50 
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Fifty  percent  or  more  of  the  top  managers  Indicated  that  those  they  super- 
vise  needed  the  following  courses: 

"Subordinates  * 
Needs" 
Percent 


Effective  Written  Communications  < 

Effective  Speaking  ' 

Improving  Decision  Making  of  Managers 

Working  Effectively  with  Individuals  and  Groups, 

Management  Development  

Human  Aspect  of  Management  

Communication  in  the  Organization 

Effective  Reading  Skills  

Listening  Skills  

Managerial  Motivation • • 

Performance  Appraisal  and  Counseling  Techniques 


70 

66 

64 

64 

61 

59 

57 

55 

55 

52 

52 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs 
sublet  liated!  ranked  according  to  the  "Should  Have"  reaponse.  Also 
included,  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 
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TABLE  1 


JENERAL  MANAGEMENT 
(N*30) 


"Should  Have" 


"Should  Have" 
and  "Could  Use" 


"Subordinates* 

Needs" 


Improving  Decision  leaking 

of  Managers 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Overall  Strategy  and  Goals  • • 

Policy  Formation  

Impact  of  Government  Legis- 
lation and  Controls  on 

Business  

Effective  Utilization  of  Man- 
power Resources  and 

Allocation  

Impact  of  Computer  Technology. 
Management  Reporting  Systems  • 
Management  of  Research  and 

Development 

Industrial  Organization  and 

Administration  

Impact  of  Science  and  Techno- 
logy on  Business  Management. 
Ethical  Considerations  in 

Business  

Managing  Major  Change  in 

Organizations 

Impact  of  Multinational 
Aspects  of  Planning  and 
Control 


Percent 

Percent 

Percent 

50 

86 

64 

50 

70 

20 

A3 

70 

27 

AO 

83 

23 

37 

7A 

40 

36 

90 

29 

33 

63 

33 

32 

71 

36 

29 

61 

21 

17 

62 

17 

17 

55 

24 

lA 

57 

32 

10 

62 

17 

8 


4 


TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N*29) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs"  , 


Communication  in  the 

Organization  

Working  Effectively  with 
Individuals  and  Groups  . . 
Human  Aspect  of  Management  . 
Managerial  Motivation.  . . . 
Creativity  and  Innovation.  • 
Political,  Social,  and 
Cultural  Trends  and  Their 
Impact  on  Business 
Management  


Percent 

Percent 

Perct 

79 

93 

57 

61 

86 

64 

52 

86 

59 

45 

79 

52 

33 

66 

37 

21 

60 

21 

TABLE  3 


COMCNICATIONS  TECHNIQUES 


Effective  Written 

Communications  • • • • 
Effective  Speaking  • • • 
Effective  Reading  Skills 
Listening  Skills  . • • • 


Economic  Trends, 


(N=30) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

. 63 

86 

70 

. 59 

90 

66 

. 45 

83 

55 

. 41 

86 

55 

TABLE  4 

ECONOMICS 

(N«31) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 19 

58 

16 

8 

28 

20 

TABLE  5 

IDS  APPLIED  TO 

BUSINESS  AND  INDUSTRY 

(N=26) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

' and  "Could  Use" 

Needs" 

Percent 

12 


Statistical  Decision  Theory.  . 

Survey  Course  on  Quantitative 

Methods  • • . . ^ 


43 

39 


Percent 
15 
12 


TABLE  6 


Performance  Appraisal  and 
Counseling  Techniques,  • • 
Management  Development  • • • 

Incentives  « 

Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting 
Employment  Practices  • • • 
Personnel  Policy  Affecting 
Wage  and  Salary  Structure. 
Personnel  Policy  Affecting 
Labor-Management  Relations 


Managerial  Accounting  and 

Budgeting 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Financial  Planning  and  Fore- 
casting  

Capital  Budgeting.  . . . • • 


iTIONS  AND  PERSONNEL  MANAGEMENT 
(N«31) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

! 59 

87 

52 

. 48 

90 

61 

38 

86 

28 

33 

80 

43 

32 

71 

39 

29 

72 

36 

25 

86 

32 

TABLE  7 

NAt^CIAL  MANAGEMNT 

(N=30) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 37 

63 

22 

. 33 

60 

17 

21 

50 

18 

18 

50 

11 

TABLE  8 


MNUPACTURING  AND  PRODUCTION 
(N=2  6) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Planning  and  Utilization  of 
Physical  Facilities.  . • • 
Operations  Planning  and 

. 15 

30 

8 

Control 

Operations  Research  Applied 

. 13 

22 

9 

to  Production 

. 0 

9 

0 

TABLE  9 

MARKETING 

(N«29) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Marketing  Research  

• 38 

76 

31 

Pricing 

. 22 

35 

26 

Logistics  Planning  

13 

55 

0 

Product  Planning  

. 9 

18 

4 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

(N=24) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

International  Understanding. 
International  Economic 

13 

21 

4 

Analysis  

e 

13 

4 

MIDDLE  MANAGEMENT 


In  the  category  of  Department  Stores,  54  middle  managers  from  nine  stores 
completed  the  questionnaire.  Middle  managers  were  defined  as  "personnel 
assigned  to  executive  duties  in  the  area  between  senior  executives  and 
supervisors," 

Educational  Needs  Within  Areas  of  Managerial  Responsibility,, 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows; 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects)  \ 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 

Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don  t Really  Need. 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  super- 
vise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 

- -"Should  Have" 
Percent 

Working  Efficiently  with  Individuals 71 

Management  Development ^ 

Effective  Communication  in  the  Organization  Jd 

Supervisory  Training  and  Employee  Development  52 

The  only  course  that  50  percent  or  more  of  the  middle  managers  thought  those 
they  supervise  needed  was  Working  Efficiently  with  Individuals,  57  percent. 

The  following  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Department  Stores  category. 
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TABLE  11 


GENERAL  MA'NAGEMENT 
(N=50) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Working  Efficiently  with 

Individuals 

Management  Development  • • • • 
Supervisory  Training  and 

Employee  Development  • • • • 
Performance  Appraisal  and 
Counseling  Techniques.  . • . 
Criteria  and  Selection  of 
Personnel  for  Promotion.  . . 
Analyzing  Organizational 

Behavior • 

Effective  Utilization  or  Man- 
power Resources  and 

Allocation • • 

Impact  of  Government  Legis- 
lation and  Controls  on 

Business  

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Impact  of  Computer  Technology. 
The  Application  of  Information 
Technology  on  Decisibn 

Making  

Principles  and  Analysis  of 

Office  Systems  

Impact  of  Science  and  Techno- 
logy on  Business  Management. 


Percent 

Percent 

Percent 

71 

91 

57 

54 

92 

40 

52 

84 

42 

42 

75 

35 

38 

68 

26 

35 

74 

18 

27 

50 

23 

21 

59 

21 

21 

47 

19 

13 

49 

11 

13 

40 

9 

11 

44 

9 

2 

42 

11 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N=49) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs"  _ 


Human  Aspect  of  Management  . . 
Understanding  Group  Inter- 
action and  Behavior 

Impact  of  Consumer  Behavior 

on  Management . 

Management  Psychology 

Creativity  and  Innovation.  • . 
Social  and  Cultural  Trends  and 
Their  Impact  on  Business 

Management «... 

Industrial  Sociology  


jPercent 

Percent 

Percent 

33 

80 

27 

33 

73 

23 

30 

70 

23 

25 

75 

25 

22 

59 

15 

19 

47 

23 

13 

36 

11 

10 


TABLE  13 


COMMUNICATION 

(N=49) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Effective  Communication  in 

the  Organization  

. 53 

92 

43 

Oral  Presentation  of  Reports 

. 37 

72 

31 

Effective  Reading  Skills 

34 

72 

34 

Listening  Skills  

. 33 

72 

41 

Business  Letter  Writing.  • • 

. 25 

63 

27 

Effective  Report  Writing  • • 

. 23 

58 

23 

Conference  Leadership.  • • • 

. 22 

59 

17 

TABLE  14 

ECONOMICS 

(N«47) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends 

. 13 

64 

9 

The  Price  Mechanism 

. 13 

46 

9 

Fundamentals  of  Economics.  . 

. 11 

47 

13 

Economics  of  Production  and 

Cost 

. 7 

36 

4 

The  Economic  Systems  of  the 

United  States 

. 6 

29 

4 

Comparative  Economic  Systems 

. 2 

17 

9 

Economics  of  Technology  and 

Innovation • 

. 2 

9 

4 

International  Economics.  . . 

. 0 

9 

2 

11 


TABLE  15 


QUANTITATIVE  Iff.THODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=46) 


"Should  Have"  "Subordinates* 


"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Inventory  Management  

30 

48 

9 

Improving  Decision  Making  of 

Managers  , • • 

24 

63 

9 

Review  of  Basic  Mathematics.  . 

24 

44 

22 

Statistical  Decision  Theory.  • 

16 

43 

2 

Replacement  Management  • • • • 

14 

41 

5 

Statistical  Procedures  and 

Methods • 

9 

23 

5 

Applying  Program  Evaluation 

and  Review  Techniques  (PERT) 

7 

27 

2 

Linear  Programming  . 

7 

18 

5 

Analytic  Geometry 

7 

14 

2 

Probability  Theory  

2 

16 

5 

Dynamic  Programming 

2 

16 

2 

Waiting  Lines.  ...  

2 

9 

2 

Calculus  of  Finite  Differences 

0 

7 

2 

Matrix  Algebra  

0 

5 

2 

Calculus  of  Infinite  Series.  . 

0 

4 

2 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N=42) 

"Should  Have" 

"Subordinates* 

II 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing.  . 

21 

54 

12 

Applying  the  Computer  to 

Problems  of  Business  and 

Management  ......... 

19 

50 

10 

Fundamentals  of  Programming 

for  Computer  Operations.  . . 

15 

32 

7 

Mathematics  for  Digital 

Computers 

12 

29 

7 

12 


If  the  manager’s  area  of  major  responsibility  v/as  not  included  in  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  were? 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N=22) 


"Should  Have"  "Subordinates’ 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

" -Percent 

In-plant  Training.  . 

48 

67 

14 

Job  Analysis  and  Job 

Evaluation  Methods  

35 

60 

15 

Recruiting,  Interviewing, 
Selection,  Assessment  of 

Personnel  and  Promotion.  . . 

32 

68 

18 

Maintaining  Efficient  and  Up- 

To-Date  Personnel  Records.  . 

32 

43 

21 

Management  and  Labor  Relations 

25 

50 

5 

Salary  and  Wage  Administration 

24 

67 

19 

Employee  Benefit  Plans  .... 

20 

55 

5 

Industrial  Safety  and  Medical 

Services  

14 

33 

10 

13 


TABLE  18 


FINANCIAL  MANAGEI4ENT 
(N«16) 


"Should  Have" 

"Subordinates 

11 

'should  Have” 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Budgets 

44 

69 

13 

Financial  Planning  and  Fore- 

casting.   • • 

31 

44 

13 

Managerial  Accounting 

25 

56 

13 

Fundamentals  of  Financial 

Reporting  and  Statement 

Analysis  

25 

50 

13 

New  Developments  in  Equipment 

Replacement  Policy  

19 

38 

13 

Taxes . 

19 

38 

13 

TABLE  19 

MANUFACTURING  AND  PRODUCTION 
(N“ll) 


-IlShould  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Methods  Analysis  and  Work 

Simplification  • • • t • • 
Organization  and  Management 

. 20 

40 

20 

of  Purchasing  Operations  , 

. 20 

20 

0 

Materials  Handling  

. 11 

22 

22 

Inventory  Management  • • • • 

. 11 

22 

0 

Automation  

Production  Planning  and 

. 10 

30 

10 

Control  Management  .... 

. 10 

20 

0 

Quality  Control.  ...... 

Maintenance  Planning  and 

18 

9 

Control  

9 

9 

Value  Analysis  

. 0 

20 

0 

Engineering  Economy.  . . . • 

. 0 

10 

0 

14 


TABLE  20 


MARKETING 

(N«18) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Fundamentals  of  Marketing.  . . 

50 

69 

31 

Marketing  Management  ..... 

41 

59 

12  . 

Brand  Marketing 

24 

53 

6 

Fundamentals  of  Pricing.  • • • 

20 

47 

7 

Packaging  Design  and 

Development 

17 

17 

6 

Product  Planning  ....... 

14 

21 

•1 

/ 

Marketing  Research  

13 

44 

13 

Application  of  Management 

Science  and  Computers  to 

Marketing  Problems  

7 

20 

13 

Physical  Distribution  Methods. 

7 

14 

7 

TABLE  21 

SALES  MANAGEMENT 

(Nel2) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Motivating  Salesmen 

33 

50 

17 

Selection  and  Evaluation 

of  Field  Salesmen 

10 

10 

0 

Supervision  of  Field  Salesmen. 

9 

18 

0 

Training  of  Field  Salesmen  . . 

9 

18 

0 

Compensation  of  Field  Salesmen 

0 

10 

0 

INrEERNATIONAL  MANAGEMENT 
(N«8) 

None  of  the  middle  managers  in  Department  Stores  indicated  a need  for  any 
of  the  ten  courses  in  International  Management  for  themselves  or  those 
they  supervise. 

RESEARCH  AND  DEVEL0R4ENT 
(N«10) 

One  manager  indicated  he  "Should  Have"  the  course  in  Supervision  and  Manage 
ment  of  Research  Services,  One  manager  each  reported  he  "Could  Use"  a 
course  in  Evaluation  of  the  Research  and  Development  Programs,  and  Planning 
Budgeting  and  Control  of  Projects.  None  of  the  managers  indicated  a need 
for  the  other  two  courses  listed,  nor  a need  for  any  of  the  courses  on  the 
part  of  those  they  supervise. 
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Background  Information  of  Middle  Managers 

Parsonaly  Educational)  and  Professional  Background 

Forty-eight  percent  (N®26)  of  the  54  middle  managers  were  40  years  or 
age  or  younger*  This  means  that  almost  half  have  at  least  25  more 
years  of  productive  employment.  Ninety-three  percent  (N®50)  had 
completed  high  school,  46  percent  (N=25)  had  the  bachelor  s degree, 
and  seven  percent  (N*4)  had  the  master *s  degree*  No  one  had  the 
doctorate.  Six  percent  (N“3)  went  to  business  school  and  six  percent 
(N=3)  went  to  trade  school.  The  major  fields  of  study  for  the  under- 
graduate and  graduate  degrees  are  given  below: 

TABLE  22 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor *s  Master *s 


Agriculture 

Business  Administration 

Education 

Engineering 

Law 

Liberal  Arts  

Psychology  

Other  (not  specified). 


1 

2 

1 

0 

0 

0 

0 

0 


Total 


25  4 


The  major  areas  of  work  for  the  middle  managers  in  Department  Stores 
are  shown  below: 


TABLE  23 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration  

Finance.  ,,<>•••••• 

Industrial  Relations  . • • 
Marketing  and  Sales.  • . • 
Purchasing  and  Procurement 
Research  and  Development  • 
Traffic  and  Transportation 
Other  (not  specified).  . . 


36 

4 

6 

34 

8 

2 

2 

8 


Total 


50  100 
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Methods  of  Updating 

Forty-nine  percent  (N=26)  of  the  middle  managers  would  take  a credit 
course  and  67  percent  (N=36)  would  take  a non- credit  course  if  they 
were  offered  locally. 

No  managers  were  currently  enrolled  for  a degree.  Four  managers 
planned  to  enroll:  one  planned  to  earn  the  bachelor’s  degree  and 

three  the  master’s.  Three  of  the  managers  planned  to  study  business 
administration  and  one  liberal  arts. 

Eighty- seven  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  24 

REASONS  FOR  NOT  U^DERTAKING  ADDITIONAL  FORIylAL  EDUCATION 

Number  Percent 
Managers  Managers 


Don’t  have  the  time 16  34 

Job  demands  no  more  education 12  26 

Cannot  afford  it. 3 11 

Not  interested 4 9 

Can  do  better  on  my  3 6 

Not  a high  school  graduate  3 6 

Live  too  far  from  educational  center  ....  1 2 

Other  (not  specified) 3 6 

Total 100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  follo\;s: 

TABLE  25 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N=54) 


Number  Percent 
Managers  Managers 


Workshops  or  seminars  on  managerial  topics  .21  39 

Company  in-service  training  courses 16  30 

Attendance  at  regional  or  national  meetings 

of  professional  societies 11  20 

Managerial  development  within  company.  ...  10  19 

Workshops  or  seminars  in  liberal  arts  or 

humanities 7 13 

Short  refresher  courses  at  colleges  or 

universities  4 7 

Correspondence  courses  3 6 

Television  courses  3 6 
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Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  26  lists  these  sources: 


3 

TABLE  26 

SOURCES  OF  INFORMATION  USED  IM  UPDATING 

(N«53) 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  , 
Business  reports 

Subordinate- superior  discussions 

or  meetings 

Manufacturer *s  literature,  , , , 
Management  journals,  , , , 

Company  in-service  courses  , , , 
Lectures,  conferences, 
workshops,  and  seminars,  , , , 
Technical  books,  reports, 

abstracts,  and  indexes  , . . . 
Scientific  and  technical  journals 

Use  of  consultants  

Professional  society  meetings,  , 
College  and  university  evening 

courses • . . . . 

College  and  university  day 
courses 


Percent 

(U 


0) 

t-i 

>1 

P 

fH 

■P 

0)  (d 

U 

U 

0)  iH 

ti 

o 

•H 

P *rj 

0) 

00 

p 

d 

CO 

o 

-0  > 

XT 

u 

S 

a 

f-j  <J 

(U  (U 

0)  u 

(U 

CO  U 

> (0 

(0  0) 

0 CO 

0 

<J  D 

p > 

Q P 

rs  H 

58 

38 

2 

0 

2 

52 

23 

9 

7 

9 

43 

47 

6 

2 

2 

41 

45 

5 

2 

7 

28 

40 

17 

11 

4 

20 

58 

13 

2 

7 

16 

22 

11 

20 

31 

13 

49 

11 

9 

18 

7 

20  ' 

36 

32 

5 

7 

19 

23 

46 

5 

5 

16 

23 

49 

7 

2 

18 

14 

46 

20 

2 

7 

7 

77 

7 

0 

0 

5 

90 

5 

Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  (Table  27) 
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TABLE  27 


PREFERENCE  FOR  I4EDIA  OF  COURSE  PRESENTATION 

(N«54) 


Number  Percent 
Managers  Managers 


Correspondence  courses 18  33 

Educational  television 17  31 

Programmed  instruction 16  30 

Courses  recorded  on  tapes . . 12  22 

Courses  recorded  on  records  9 17 

Two-way  telephone  courses  2 4 

Two-way  radio  courses 1 2 


Company  Attitudes  Toward  Education 

Of  the  43  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  their  education,  35  percent 
(N=15)  said  the  superior  encouraged  them  and  63  percent  (N®27)  said 
the  superior  was  noncommittal.  Two  percent  (N»l)  said  the  superior 
discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities: 


TABLE  28 

MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVSlOPMENT 
(N«49) 


Attend  company 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

Percent 

Do  Not  Know 
Percent 

training  courses.  • 
Attend  professional 

90 

0 

0 

10 

meetings ...... 

Hold  office  in  pro- 

56 

22 

2 

20 

fessional  societies 
Attend  seminars  or 
workshops  away  from 

43 

23 

3 

31 

the  company  .... 
Enroll  for  advanced 

33 

24 

3 

40 

work 

Write  technical  and 

27 

39 

2 

32 

professional  papers 
Educational  leave  of 

19 

27 

0 

54 

absence  ..•••. 

2 

8 

22 

68 

19 


Fifty-five  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  33  percent 
were  not,  and  12  percent  did  not  know.  Sixty-four  percent  said  the 
training  was  entirely  on  company  time,  23  percent  said  it  was  partly 
on  company  time,  three  percent  said  it  was  not  on  company  time,  and 
ten  percent  did  not  know. 

Forty  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Forty- seven  percent  said  it  did  not  and  13  percent 
did  not  know.  Thirty-four  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the 
19  managers  who  responded  to  this  question,  follows: 


TABLE  29 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 2 

About  3/4 0 

About  2/3 2 

About  1/2 8 

About  1/3 1 

Less  than  1/3 1 

Don’t  know 5 

Total 19 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work: 


TABLE  30 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300  0 

251  - 300 0 

201  - 250 0 

151  - 200 2 

101  - 150 0 

51  - 100 3 

50  or  less 0 

Don’t  know 14 

Total 19 
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When  asked  about  the  effect  of  available  company  educational  assist- 
ance in  motivating  them  to  undertake  further  education,  ten  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  30 
percent  said  it  had  partially  influenced  them,  and  60  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  while  40  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
no  one  was  actually  enrolled  and  four  were  planning  to  enroll. 
However,  some  who  had  completed  their  educational  objectives  may  have 
been  so  motivated  at  the  time  they  were  enrolled. 


FIRST-LINE  SUPERVISION 

In  the  category  of  Department  Stores,  75  first- line  supervisors  from  nine 
stores  completed  the  questionnaire.  First-line  supervisors  were  defined 
as  "those  whose  major  activities  have  to  do  with  supervisory  and  foreman 
activities."  The  supervisors  responded  to  a listing  of  16  course  titles 
in  the  area  of  supervisory  responsibility.  They  provided  information  on 
their  personal,  educational,  and  professional  background,  methods  of 
updating,  and  company  attitudes  toward  education. 

Educational  Needs 


The  75  first-line  supervisors  in  the  category  of  Department  Stores  were 
asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire  they 
"Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need."  The  following  courses 
were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors: 


"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job 70 

The  Tools  and  Techniques  of  Effective  Supervision 69 

Human  Aspect  of  Management 68 

Decision  Making 67 

Leadership 66 

Supervisor's  Role  in  Company  Economics 51 


Table  31  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 


21 


TABLE  31 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(N=71) 


Principles  of  Supervision 

Fundamentals  of  the  Supervisor *s  Job  • • • 
The  Tools  and  Techniques  of  Effective 

Supervision 

Decision  Making 

Supervisor’s  Role  in  Company  Economics  • • 
Supervisor’s  Role  in  Employee  Discipline  • 
Inter-Departmental  Cooperation  

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  . . . . 

Employee  Training 

Safety 

The  Supervisor  and  the  Union 

Labor  Relations 

Grievance  Procedure  and  Arbitration.  • • • 
Labor  Relations  Legislation.  

Developing  Those  We  Supervise 

Human  Aspect  of  Management  

Leadership  • • • • 

Communications  o..***** 

Developing  the  Work  Team • 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


No.  % No.  % 


. 50 

70 

66 

93 

. 47 

69 

65 

95 

. 46 

67 

61 

89 

. 35 

51 

54 

79 

. 30 

43 

60 

86 

. 21 

30 

51 

73 

. 32 

46 

60 

87 

, 30 

43 

56 

81 

. 8 

12 

37 

54 

. 10 

14 

26 

37 

7 

10 

29 

42 

. 4 

6 

23 

34 

. 46 

68 

67 

99 

. 45 

66 

66 

97 

. 31 

46 

58 

86 

. 25 

35 

56 

79 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Seventy-eight  percent  (N*57)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Ninety- five  percent  (N*=69)  were  high  school 
graduates,  57  percent  (N=43)  had  the  bachelor’s  degree,  and  one 
percent  (N*l)  had  the  master’s  degree^  no  one  had  the  doctorate. 

Seven  percent  (N*5)  had  gone  to  business  school  and  three  percent 
(N=2)  to  trade  school.  The  major  fields  of  study  for  a degree  are 
indicated  in  the  following  table: 


TABLE  32 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number  Number 
Bachelor* s Mas ter *s 


Agriculture 3 o 

Business  Administration 17  i 

Education 2 0 

Engineering 1 o 

Liberal  Arts  . . . 18  0 

Other  (not  specified) 2 0 


Total 


43  1 


Below  is  a listing  of  the  major  areas  of  work  for  the  first- line 
supervisors  in  Department  Stores: 

TABLE  33 


MAJOR  AREAS  OF  WORIC 


Number  Percent 

Supervisors  Supervisors 


Administration  

Engineering 

Finance 

Marketing  and  Sales 

Production  Control  • Records  ••••••• 

Purchasing  and  Procurement • • 

Service  (yard  and  labor  personnel,etc.) . , 
Other  (not  specified) 

Total  


11 

15 

1 

1 

1 

1 

41 

57 

2 

3 

11 

15 

1 

1 

5 

7 

73 

100 

Methods  of  Updating 

Sixty-two  percent  (N=46)  of  the  first-line  supervisors  would  take  a 
credit  course  and  65  percent  (N*®48)  would  take  a non-credit  course 
if  they  were  offered  locally. 

One  of  the  supervisors  was  currently  enrolled  for  the  bachelor *s 
degree  and  one  for  the  master's.  Twelve  were  planning  to  enroll:  one 
for  the  associate  degree,  one  for  the  bachelor's,  and  ten  for  the 
master's.  The  curriculum  for  those  enrolled  or  planning  to  enroll 
was:  eight  in  business  administration,  three  in  liberal  arts,  one  in 

education,  and  one  in  another  field  which  was  not  specified. 


For  the  71  percent  (II»53)  of  the  supervisors  who  did  not  have  plans 
for  further  formal  education,  the  follovjing  reasons  were  indicated: 


TABLE  34 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Don’t  have  the  time , . 24  44 

Cannot  afford  it  , , 12  23 

Job  demands  no  more  education.  ....  8 15 

Not  interested  4 g 

Can  do  better  on  my  own 1 2 

Other  (not  specified) 4 8 

Total 53  100 


First- line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years.  (Table  35) 


TABLE  35 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N-75) 


Number  Percent 

Supervisors  Supervisors 


Company  in-service  training  courses.  ....  43 

Managerial  development  within  company.  ...  23 

Workshops  or  seminars  on  managerial  topics  . 7 

Short  refresher  courses  at  colleges  or 

universities  . 5 

Attendance  at  regional  or  national 
meetings  of  professional  societies  ....  3 

Workshops  or  seminars  in  liberal  arts  or 

humanities 3 


57 

31 

9 

7 

4 

4 


The  sources  of  information  used  by  first- line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  36 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=71) 


In-plant  reports  and  bulletins.  • 
Subordinate- superior  discussions 

or  meetings  

Discussion  with  company  personnel 

(informal  or  formal) 

Manufacturer's  literature  • • • • 

Business  reports.  ..  

Company  in-service  courses.  . . . 
Management  journals  ....... 

Lectures,  conferences, 
workshop^,  and  seminars  . . . . 

Use  of  consultants 

College  and  university  evening 

courses  

College  and  university  day 

courses  

Technical  books,  reports, 

abstracts,  and  indexes 

Scientific  and  technical  journals 
Professional  society  meetings  • • 


Percent 


o 


Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

Would  Use 
If  Avallabl 

51 

42 

3 

3 

1 

49 

39 

10 

1 

1 

44 

46 

8 

1 

1 

41 

31 

15 

9 

4 

37 

47 

11 

1 

4 

35 

33 

10 

10 

12 

21 

28 

27 

15 

9 

9 

27 

26 

20 

18 

5 

18 

11 

61 

5 

3 

5 

8 

75 

9 

3 

2 

6 

83 

6 

2 

15 

20 

60 

3 

2 

13 

16 

64 

5 

0 

9 

20 

62 

9 

First- line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  37) 
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TABLE  37 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=75) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  • • 
Programmed  instruction  • • 
Educational  television  . . 
Courses  recorded  on  records 
Courses  recorded  on  tapes. 
Two-way  telephone  courses. 
Two-way  radio  courses,  , , 
Other  (not  specified),  . . 


31 

27 

18 

7 

4 

3 
1 

4 


41 

36 

24 

9 

5 

4 
1 

5 


Company  Attitudes  Toward  Education 

A total  of  68  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education 
Twenty-six  percent  (N=18)  said  the  superior  encouraged  them;  74 
percent  (N=50)  said  he  was  noncommittal,  and  no  one  said  he  dis- 
couraged him. 


The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and  Professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  a lack  of  policy  or  a lack  of 
conoQun^csti  Lon  • 


TABLE  38 


SUPERVISOR’S  PERCEPTION  OF  C014PANY 
POLICY  TOVIARD  PROFESSIONAL  DEVELOPMENT 

(N=69) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

Attend  company 

84 

0 

8 

training  courses.  . 

0 

4m 

Attend  professional 
meetings 

49 

25 

3 

23 

Enroll  for  advanced 

38 

33 

0 

29 

Hold  office  in  pro- 

37 

30 

A 

33 

fessional  societies 
Attend  seminars  or 

U 

workshops  away  from 

18 

22 

Q 

51 

the  company  .... 

V 

Write  technical  and 

24 

0 

63 

professional  papers 

11 

z 

Educational  leave  of 

3 

9 

23 

65 

26 


Seventy-one  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  V7hich  provided  in-service  training j 26  percent 
said  their  company  did  not  provide  it  and  three  percent  did  not  know 
Sixty-eight  percent  said  the  training  was  completely  on  company  time 
22  percent  said  it  was  partly  on  company  time,  two  percent  said  it 
was  entirely  on  the  men*s  own  time>  and  eight  percent  did  not  know. 

Forty  percent  reported  that  their  company  had  an  educational  assist- 
ance plan;  49  percent  said  it  did  not,  and  11  percent  did  not  know. 
Fifty- two  percent  said  the  course  must  be  job-related  in  order  to 
qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
33  supervisors  who  answered  this  question,  is  shown  in  the  table 
below: 


TABLE  39 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 

All  or  almost  all ^ 

About  3/4 ® 

About  2/3 1 

About  1/2 23 

About  1/3 1 

Less  than  1/3 ^ 

Don't  know 5 

Total  , , , 33 

Table  40  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first- line  supervisors, 

TABLE  40 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Supervisors 


More  than  $300 
251  - 300,  , , 
201  ••  250,  , , 
151  - 200,  , , 
101  - 150,  , , 
51  - 100,  , , 
50  or  less,  , 
Don't  know  , , 


1 

0 

0 

0 

1 

4 

1 

25 


Total 


32 


VIhen  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  six  percent  of  tne 
supervisors  said  it  strongly  encouraged  them,  32  percent  said  it 
partially  influenced  them,  and  62  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  38  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  only  two  (3%)  of  the  75  respondents 
were  actually  enrolled  and  12  <167.)  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  DEPARTMENT  STORES  WITH 

THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 


The  educational  needs  of  managers  and  supervisors  in  the  category  of 
Department  Stores  as  compared  with  needs  of  those  in  business  and  ™ustry 
as  seen  in  the  total  report.  "Managerial  and  Supervisory  Educational  Heeds 
of  Business  and  Industry  in  Pennsylvania,"  were  in  general  slightly  higher. 


Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have' 
needs  by  50  percent  or  more  of  the  top  managers: 

"Should  Have" 
Percent 


Communication  in  the  Organization 

Effective  Written  Communications  .....  

Working  Effectively  with  Individuals  and  Groups.  . . . 

Effective  Speaking  • • 

Performance  Appraisal  and  Counseling  Techni<iues.  . . . 

Human  Aspect  of  Management 

Long-range  Planning  and  Forecasting  for  Corporate 

Growth . . . 

Improving  Decision  Making  of  Managers 

Management  Development  « 

Overall  Strategy  and  Goals . . . . 


Department 

Stores 

Total 

Report 

N«31 

N«705 

. 79 

59 

. 63 

50 

. 61 

* 

. 59 

50 

. 59 

* 

. 52 

* 

. 50 

50 

. 50 

* 

* 

53 

* 

50 

* Less  than  50  percent 


/ 


/ 


/ 


/ 


/ 


/ 


/ 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 

"Subordinates  * 
Needs" 

Percent 

Department  Total 

Stores  Report 

N«31  N=705 


Effective  Written  Communications 70  74 

Effective  Speaking «...  66  67 

Improving  Decision  Making  of  Managers 64  54 

Working  Effectively  with  Individuals  and  Groups  ...  64  66 

Management  Development 61  56 

Human  Aspect  of  Management 39  54 

Communication  in  the  Organization 57  65 

Effective  Reading  Skills.  • 55  62 

Listening  Skills.  . . . « 55  62 

Managerial  Motivation  52  * 

Performance  Appraisal  and  Counseling  Techniques  ...  52  57 


* Less  than  50  percdnt 


V 


Middle  Management  

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Department  Stores  and  in  the  total  report  indicated  a "Should  Have"  need 
for  the  follor/ing; 


"Should  Have" 
Percent 


Department  Total 

Stores  Report 

N=54  N=l,202 

Working  Efficiently  with  Individuals.  . 71  65 

Management  Development 54  66 

Effective  Communication  in  the  Organization  53  64 

Supervisory  Training  and  Employee  Development  ....  52  53 


Subjects  \4ilch  50  percent  or  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  were: 


"Subordinates* 

Needs" 

Percent 


Working  Efficiently  with  Individuals  

Supervisory  Training  and  Employee  Development. 
Effective  Communication  in  the  Organization.  . 
Listening  Skills  

* Less  than  50  percent 


Department 

Total 

Stores 

Report 

N«54 

N«i,202 

57 

62 

* 

61 

*' 

56 

* 

50 

First-Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Department  Total 

Stores  Report 

N«75  N=l,713 


Fundamentals  of  the  Supervisor *s  Job  .«*.....  70  64 

The  Tools  and  Techniques  of  Effective  Supervision.  . 69  55 

Human  Aspect  of  Management 68  53 

Decision  Making.  67  54 

Leadership 66  57 

Supervisor's  Role  in  Company  Economics  .......  51  * 

Communications * 


* Less  than  50  percent 
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RECOMMENDATIONS 


For  the  total  report,  "Itonagerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 


1.  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should  be 
intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  in  human  relations.  The  number  of  programs  in  this 
field  should  be  increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels  of 
management,  and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first- line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first- line  supervisors.  A large  percentage  do  not 
know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors*  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry.  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should 

be  given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
Subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 


PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 

’’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania"  1968  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.GC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.0C  each) 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 
M-65  Construction 
M-66  Department  Stores 
M-67  Electrical  Machinery 
M-68  Fabricated  Metal  Products 
..  M“69  Food  and  Kindred  Products 
M-70  Insurance 

M-71  Machinery  (Except  Electrical) 

M-72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-*76.  Stone,' Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965'  ($5.Q0) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each): 

Engineering  Fields: 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E->6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 


S-10 

E-11 

E-12 

E-13 

E-14 

E-15 

E-16 

E-17 

E-18 

E-19 

E-20 

E-21 

E-22 

E-23 

E-24 

E“53 

E-25 


Aircraft,  Motors,  and  Parts 

Chemical  and  Allied 

Electrical  Machinery  and  Equipment 

Machinery 

Mining 

Paper  and  Allied 
Petroleum  Refining 
Primary  Metals 

Professional,  Scientific,  and  Controlling  Instruments 

Research  and  Consulting  Laboratories 

Transportation 

Electric  Utilities 

Gas  Utilities 

Telephone  and  Telegraph 

Water  Utilities 

Construction 

State  Government  Employees 


"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 

Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H“54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 


The  above  publications  may  be 
purchased  from: 


Information  about  the  above  publications 
may  be  secured  from: 


Continuing  Education  Business  Office 
J.  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16CC2 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  ELECTRICAL  14ACHINERY  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  m^gers  is  a major  problem  of  business  and 
industry  today*  There  are  a number  nf  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managei:lal  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Maiiageirial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  .be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  imiportance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4*  There  la  a need  for  greater  emphasis,  on  long-range  planning* 

5.  Companies  must  operate  in  Increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 

, of  work,  and  in  today’s  highly  competitiye  market  in^>roved 
efficiency  becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management o The 
international  aspects  of  business  will  become  more  In^ortant  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  an4, development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 


8.  .Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs.. 
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SURVEY  PROCEDURES  ^ 

o 

This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  384  managers  and  supervisors  from  24  companies  in  the  Electrical 
Machinery  industry  in  Pennsylvania.  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management:  top  management,  middle  management, 

and  first-line  supervision.  Each  questionnaire  listed  courses  in  a. number 
•of  managerial  areas  pertir.:*.t  to  managerial  personnel.  The  respondents 
checked  one  of  three  choices:  “Should  Have,”  “Could  Use,"  and  “Don*t 

Really  Need."  Top  and  middle  management  were  asked  to  indicate  the  courses 
that  represented  educational  needs  of  those  they  supervise  in  addition  to 
their  own  needs;  this  was  not  asked  of  first- line  supervision.  Middle 
management  and  first- line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 


Top  Management 

Of  48  courses  listed,  the  only  one  checked  by  50  percent  or  more  of  top 
managers  was  Long-Range  Planning  and  Forecasting  for  Corporate  Growth. 

(Page  3)  However,  nine  other  courses  were  said  to  be  needed  by  between  40 
and  50  percent. 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  13  courses 
were  needed,  in  the  areas  of  communications;  behavioral  science  and  manage- 
ment; general  management;  and  industrial  relations  and  personnel  management. 
(Page  3) . 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a need  for  three  of 
54  listed  courses,  in  areas  of  management  development,  human  relations,  and 
communications.  (Page  8)  Twelve  other  courses  were  in  the  40  to  50  per- 
cent “Should  Have"  range. 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  seven  of  the  listed  courses.  (Page  8) 

The  educational  level  was  high,  with  51  percent  having  the- bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (PAge  16) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial 
categories  and  eight  sizes  of  companies  were  represented  in  the  study. 
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First-Line  Supervision  ; 

I*  *'*  ^ 

Fifty  percent  or  more  of  the  first-line  supervisors  reported  needing  six  out 
of  16  courses  in  the  groupings  of  principles  of  supervision  and  developing 
those  we  supervise.  (Page  21)  Five  other  courses  were  in  the  40  to  50 
percent  range . 

Twenty-nine  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Page  22) 

TOP  MANAGEMENT 

In  the  Industrial  category  of  Electrical  Machinery,  74  top  managers  from  24 
companies  completed  the  questionnaire.  Top  managers  were  defined  as  "senior 
executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major 
divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The' Questionnaire  for  top  management  consisted  pf  48  suggested  courses  on 
management  subjects.  Tliese  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects)  . 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

Long-Range  Planning  and  Forecasting  for  Corporate  Growth  was  the  only  course 
with  a "Should  Have"  need  of  50  percent  or  more,  at  53  percent.  However,  50 
percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses: 


Effective  Written  Communication 

Effective  Speaking  ; . 

Working  Effectively  with  Individuals  and  Groups 

Effective  Reading  Skills  

Communication  in  the  Organization.  ...... 

Listening  Skills  

Improving  Decision  Making  of  Managers 

Creativity  and  Innovation . 

Human  Aspect  of  Management  

Management  Development  ..... 

Management  Reporting  Systems . . 

Performance  Appraisal  and  Counseling  Techniques 
Criteria  and  Selection  of  Personnel 


"Subordinates* 

Needs" 

Percent 

. . 74 

. . 67 

. . 64 

. . 63 

. . 63 

. . 61 
. . 59 

. . 57 

. . 55 

. . 54 

. . 51 

. . 50 

. . 50 


Tables  1 to  10  show  the  eKtent  of  the  top  managers*  needs  for  each  subject 
listed,  ranked  according  to  the  "Should  Have"  response.  The  "Subordinates* 
Needs"  column  shows  the  subjects  needed  by  those  supervised  by  top  management. 


. TABLE  1 


GENE6AL  MANAGEMENT 
(N=71) 


"Should  Have"  "Subordinates* 
“Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Long«Range  Planning  and  Forecasting 


for  Corporate  Growth 53 

Overall  Strategy  and  Goals  ....  49 

Policy  Formation  .........  44 

Improving  Decision  iteking  of 

Managers  .....  41 

Industrial  Organization  and 
Administration  .........  37 


Impact  of  Computer  Technology.  . . 34 

Effective  Utilization  of  Manpower 
Resources  and  Allocation  ....  34 

Management  Reporting  Systems  ...  33 

Managing  Major  Change  in 


Organizations  .........  31 

Ethical  Considerations  in  Business  23 
Impact  of  Science  and  Technology  on 

Business  Management  19 

Management  of  Research  and 

Development  .....  18 

Impact  of  Government  Legislation  and 
Controls  on  Business  ......  14 

Impact  of  Multinational  Aspects  of 
Planning  and  Control  ......  13 


87 

33 

88 

30 

83 

28 

84 

59 

78 

.46 

78 

43 

65 

40 

76 

51 

59 

24 

56 

32 

61 

28 

43 

23 

50 

23 

29 

9 

TABLE  2 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«72) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


• 

Percent 

Percent 

Percent 

Communication  in  the  Organization 

* 47 

78 

63 

Human  Aspect  of  Management  • • • 

* 39 

78 

55 

Managerial  Motivation  . . • • • 

* 38 

85 

36 

Working  Effectively  with  Individuals 

64 

and  Groups  

* 30 

76 

Creativity  and  Innovation*  • • • 
Political,  Social,  and  Cultural 

* 29 

68 

57 

Trends  and  Their  Impact  on 
Business  Management*  *•*  • * •' 

* 1 

32 

10 

TABLE  3 


t'  ) 


Ca«NICATIONS  TECHNIQUES 
(N«72) 

"Should  Have" 

"should  .i^Have' * and  "Could  Use" 


Percent 


Effective  Written  Communications.  47 

Effective  Speaking  47 

Effective  Reading  Skills 37 

Listening  Skills 34 


Percent 

76 
■ 73 
82 

- 81 


"Subordinates* 

Needs" 

Percent 

74 

67 

63 

61 


o 


T^LE  4 

ECONOMICS 

(N=69) 


Comparative  Economic  Systems 


Survey  Course  on  Quantitative 

Methods  ....  

Statistical  Decision  Theory  • 


Should  Have" 

’’Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

, . 17 

46 

12 

• 'V 

26 

10 

TABLE  5 

applied  to  BUSINESS  AND  INDUSTRY 

(N*=69) 

f * 

. "Should  Have" 

"Subordinates ' 

"Should  Have" 

• and  ."Gould  Use" 

Needs" 

Perbeht 

Percent 

Percent 

iv'' 

4 

. . 13 

61 

14 

. . 12 

55 

20 

er|c 
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TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«71) 


’’Should  Have" 
Percent 


Performance  Appraisal  and 

Counseling  Techniques 41 . , . 

Management  Development 39  . , . 

Incentives  , . . 31 

Criteria  and  Selection  of 

Personnel 31 

Personnel  Policy  Affecting  Wage  and 
Salary  Structure  .•••••*•  19 
Personnel  Policy  Affecting  Labor- 

Management  Relations 17 

Personnel  Policy  Affecting 
Employment  Practices  15 


’’Should  Have” 
and  ’’Could  Use” 

’’Subordinates 

Needs” 

Percent 

Percent 

. . .71 

50 

81 

54 

. 73 

' 28 

65 

50 

53 

24 

55 

30 

46 

28 

TABLE  7 

FINANCIAL  MANAGEMENT'  . 

(N»69) 


’’Should  Have” 
Percent 

Managerial  Accounting  and 


Budgeting  , , , , , 45 

Capital  Budgeting . 39 


Fundamentals  of  Financial  Reporting 

and  Statement  Analysis 36 

Financial  Planning  and  Forecasting,  35 


’’Should  Have”  ’’Subordinates  * 


and  ’’Could  Use”  Needs 

Percent  Percent 

65  43 

61  31 

69  38 

67  23 


6 
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TABLE  8 


J 


MANUFACTURING ^AND  PRODUCTION 
(N*s68) 


II 

Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Planning  and  Utilization  of 

Pdrceht 

• Percent  - 

Percent 

Physical  Facilities 

52 

35 

Operations  Planning  and  Control 
Operations  Research  Applied  to 

. . 15 

41 

35 

Production  

37 

31 

■ 

TABLE  9 
MARKETING 

*■ 

(N*66) 

- 

■ ■ 

"Should  Have" 

"Subordinates ' 

II 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Pricing  

65 

45 

Product  Planning  

61 

27 

Marketing  Research  . . • . « « 

57 

16 

Logistics  Planning  

42 

..  22 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

t 

(N=66) 

"Should  Have" 

"Subordinates* 

tl 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

International  Understanding.  . 

. . 8 

38 

8 

International  Economic  Analysis 

. . 7 

30  

2 

O 

er|c 
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MIDDLE  MANAGEMENT 


In  the  industrial  category  of  Electrical  Machinery,  135  middle  managers 
from  24  companies  completed  the  questionnaire.  Middle  toanagers  were  de- 
fined as  "personnel  assigned  to  executive  duties  in  the  area  between  senior 
executives  and  supervisors." 

« * * f 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communications  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need." 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 

"Should  Have" 
Percent 


Management  Development 61 

Working  Efficiently  with  Individuals.  57 

Effective  Communication  in  the  Organization  53 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 

" "Subordinates* 

Needs" 

Percent 


Supervisory  Training  and  Employee  Development  68 

Working  Efficiently  with  Individuals  65 

Effective  Communication  in  the  Organization  57 

Performance  Appraisal  and  Counseling  Techniques  53 

Listening  Skills 53 

Oral  Presentation  of  Reports 51 

Effective  Report  Writing 51 


The  tables  following,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Electrical  Machinery  category. 
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TABLE  11 


GENERAL  MANAGEMENT 
<N=122) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 


Management  Development 61 

Working  Efficiently  with  Individuals  57 
Supervisory  Training  and  ^ployee 

Development  •«••*•••»••  ^5 

Performance  Appraisal  and  Counseling 
Techniques  •••••••  t ••  • A4 

Criteria  and  Selection  of  Personnel 

for  Promotion • • • • 39 

Long-Range  Planning  and  Forecasting 
for  Corporate  Growth  ••»•••  28 

Analyzing  Organizational  Behavior  . 25 

Effective  Utilization  of  Manpower 
Resources  and  Allocation*  • • • 
Principles  and  Analysis  of  Office 

Systems  • 

The  Application  of  Information 
nology  on  Decision  Making  • . 

Impact  of  Computer  Technology  ■ 


Decision  Making  • • ^ 
mpact  of  Government  U 
. Controls. on  Business 


Percent 

93 

88 

73 

85 

79 

65 

70 


"Subordinates  * 
Needs" 
Percent 

48 

65 

68 

53 

33 

19 

21 


25 

61 

28 

1 

21 

51 

24 

ichr 

• 

19 

58 

22 

• 

18 

60 

24 

on 

it  • 

15 

52 

18 

and 

• 

11 

36 

.16 

TABLE  12 

BEHAVIOPvAL  SCIENCE  AND  MANAGEMENT 
(N«117) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


Understanding  Group  Interaction 
and  Behavior 


Impact  on  Business  Management 
Impact  of  Consumer  Behavior  on 


"Subordinates* 
■ Needs" 


Percent 

Percent 

Percent 

35 

78 

■ ■ 34 

32 

86 

43 

22 

69 

31 

21 

65 

27 

6 

Lr 

37 

16 

, 5 

28 

9 

3 

24 

8 

) 


9 


o 


TABLE  13 


COMMUNICATION 

(N*120) 


Effective  Conmiunication  in  the 

Organization.  . 

Oral  Presentation  of  Reports.  , 


Business 


lould  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

. 53 

91 

57 

. 42’ 

76 

51 

. 42 

72 

51 

. 38  . 

72 

41 

. 37 

79 

46 

. 35 

74 

53 

. 30 

67 

44 

TABLE  14 


ECONOMICS 

(N-115) 

’’Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


"Subordinates  * 
Needs" 
Percent 


Economics  of  Production  and  Cost  27 ■ 


The  Price  Mechanism 22 

Economic  Trends 14 

Economics  of  Technology  and 

Innovation 9 

Fundamentals  of  Economics  ....  6 

International  Economics  5 

Comparative  Economic  Systems.  . . 4 


The  Economic  Systems  of  the  United 
States 


70 

64 

42 

31 

39 

22 

18 

18 


29 

18 

6 

9 

16 

7 

8 

8 


10 


o 
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TABLE  15 


:■  ) 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N^115) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  • 

Percent 

Percent 

Improving  Decision  Making  of 

Managers 

. 20 

73 

■ ■ 29 

Inventory  Management • . 

. 25 

47 

26 

Applying  Program  Evaluation  and 

Review  Techniques  (PERT) . . . 

. 21 

55 

21 

Review  of  Basic  Mathematics  . . 

. 20 

40 

20 

Replacement  Management 

. 19 

49 

16 

Statistical  Procedures  and  Methods  18 

57 

33 

Statistical  Decision  Theory  . . 

. 17 

62 

20 

Probability  Theory 

. 14 

51 

23 

Linear  Programming 

. 10 

32 

12 

Dynamic  Programming  

. 8 

33 

12 

Waiting  Lines  

. 6 

30 

6 

Analytic  Geometry  

. 5 

22 

9 

Matrix  Algebra  

. 4 

23 

10 

Calculus  of  Infinite  Series  . « 

. 4 

14 

8 

Calculus  of  Finite  Differences. 

. 2 

13 

7 

TABLE  36 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N=117) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Applying  the  Computer  to  Problems 

of  Business  and  Management.  . 

. 24 

64 

25 

Data  Systems  and  Processing  . . 

. 21 

57 

26 

Fundamentals  of  Programming  for 

Computer  Operations  

. 18 

40 

23 

Mathematics  for  Digital  Computers  10 

26 

16 

o 

11 

er|c 


If  the  manager’s  area  of  major  responsibility  was  not  included  in  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work*  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses. 


TABLE  17 

' . ' J * /-  ■ 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N»41) 


'^Shbiild  Have” 

"Should  Have” 
and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

Recruiting,  Interviewing,  Selection, 

Assessment  of  Personnel  and 

Promotion 

41 

61 

37 

In-Plant  Training  . 

31 

29 

Management  and  Labor  Relations  • • . 

30 

- ^ 60 

24 

Salary  and  Wage  Administration  • • • 
Job  Analysis  and  Job  Evaluation 

22 

" ■ 57 

19 

Methods  « • • • • 

19 

61  . 

31 

Maintaining  Efficient  and  Up-To- 

Date  Personnel  Records  

15 

56 

32 

Employee  Benefit  Plans  o 

Industrial  Safety  and  Medical 

11 

30 

14 

Services , 

8 

36 

18 

TABLE 

18 

FINANCIAL  MANAGEMENT 

(N=35) 

* . * 

"Should  Have" 

"Subordinates  * 

■ "Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Budgets  . , ♦ 

45 

« * 

69 

27 

Managerial  Accounting  

Fundamentals  of  Financial  Reporting 

32 

.56 

18 

and  Statement  Analysis 

31 

56 

25 

Financial  Planning  and  Forecasting  . 
New  Developments  in  Equipment 

25 

.47 

19 

Replacement  Policy  

23 

57 

20 

Taxes  • , 

9 

31 

9 

TABLE  19 


• l 


MANUFACTURING  AND  PRODUCTION 
. ....  <N“72) 


’’Should  Have”  ’’Subordinates* 
’’Should  Have”  and^ ’’Could  Use”  Needs” 

percent  ’ Percent  Percent 


Value  Analysis'. 

Production  Planning  and  Control 

Management 

Inventory  Management. 

Automation . . . 

Maintenance  Planning  and  Control. 
Engineering  Economy  ....... 

Methods  Analysis  and  Work 

Simplification 

Quality  Control  • • 

Organization  and  Management  of 

Purchasing  Operations  

Materials  Handling 


49 

77 

44 

45 

! 73 

45 

40 

55 

36 

36 

70 

33 

36 

59 

46 

34 

66 

38 

33 

69 

49 

32 

60 

36 

32 

60 

30 

32 

58 

45 

TABLE  20 


MARKETING 

(N=27) 


’’Should  Have” 

Percent 

\ 

Fundamentals  of  Pricing 


Product  Planning ^2 

Marketing  Management.  ......  23 


Fundamentals  of  Marketing  ....  22 
Packaging  Design  and  Development.  15 

Marketing  Research 13 

Application  of  Management  Science 
and  Computers  to  Marketing 

Problems . 12 

Physical  Distribution  Methods  . . 8 

Brand  Marketing ^ 


’’Should  Have” 
and  ’’Could  Use?’ 
Percent 

63‘ 

61 

38 

41 

23 

38 


36 

20 

4 


Subordinates' 
• Needs” 
Pfetcent 

22 
31 
12 
15 
15 
13 


16 

8 

4 


TABLE  21 

SALES  MANAGEMENT 
(H-25) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

. 

Percent 

Percent 

Percent 

Supervision  of  Field  Salesmen.  . . , 

. . 29 

29 

4 

Motivating  Salesmen 

29 

4 

Compensation  of  Field  Salesmen  . . . 

. . 21 

29  ; 

4 

Selection  and  Evaluation  of  Field 

. * » 

Salesmen  . . . , 

. . 20 

28 

4 

Training  of  Field  Salesmen  

. . 17 

34 

4 

TABLE  22 

INTERNATIONAL  MANAGEMENT 

(N=19) 

"Should  Have" 

"Subordinates 

• 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

» * f 

Percent . 

Percent 

Monetary  Exchange  Problems  

1 ' 

. . 6 

i*  •*  « • . • * 

6 

6 

International  Understanding  

. . 0 

11 

6 

Commercial  Policy  and  Trade  Control  . 

. ; ‘o  ' 

11 

6 

International  Law  

1 . ‘ 0 ‘ 

6 

12 

International  Economic  Organizations 

! f 0 

6 ■ 

6 

British  Commonweal th>  United  Nations, 

. in-  . 

eluding  International  Monetary  Fund  and 

World  Bank  and  Their  Role  in  World 

Trade  

. . 0 

6. 

6 

United  States  Foreign  Economic  Policy  . • 0 

6 

6 

International  Economic  Analysis  . . . 

...  0 

. 0 

6 

Sources  of  Funds:  Financing  of  Day- to- 

■ 

Day  Transactions  

. . 0 

0 

6 

Appraising  and  Developing  Foreign  Markets  0 

0 

5 

TABLE  23 

RESEARCH  AND  DEVELOPMENT 

(N«37) 

• 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

* 

'Percent 

* Percent 

Percent 

• . . I I 

Evaluation  of  the  Research  and  Development 


Programs 

46 

• 65 

27 

Planning  Budgeting  and  Control  of  ^ 

' 

75 

31 

Produpts 

39 

Guidelines  for  Selecting  and  Appraising 

• 

31 

New  Projects 

39 

72 

Supervision  and  Management  of  Research 

29 

Services  ....... 

35 

67 

Building  Research  and  Development  Teams  . 

* 1 « ' . ” 

34 

65  ' 

1 . * 

26 

15 


Backaround  Information  of  Middle  Managers 

Personal y Educational,  and  Professional  Background 

Thirty-eight  percent:  <N=51)  of  the  middle  managers  vere  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment.  Ninety-six  percent  (N=130)  had  completed  high 
school,  51  percent  (N=69)  had  the  bachelor’s  degree,  and.  ten  percent 
(N=14)  had  the  master’s  degree'.  ' Three  persons  had  the  doctorate.  Six 
percent  (N=«8)  went  to  business  school  and  nine  percent  (N*12)  went  to 
trade  school.  The  major  fields  of  study,  for  the  undergraduate  and 
graduate  degrees  are  given  below, 

TABLE  24 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRATUATES 

Number  Number 
Bachelor’s  Master’s 


Agriculture.  ...••••••• 

Architecture . • • • 

Business  Administration,  . • • • 

Education., 

Engineering 

Law 

Liberal  Arts 

Psychology  

Other  (not  specified)  . . 

Total  • . 

The  major  areas 
Machinery  are  shown  below 


Number 

Doctor’s 


1 0 0 

1 0 0 

10  2 0 

4 2 0 

36  7 1 

0 10 

$ 0 0 

6 2 2 

2 0 0 


69  14  3 

of  work  for  the  middle  managers  in  Electrical 


table  25 


MAJOR  AREAS  OF  WORK 


Administration 

Engineering 

Finance • • 

Indus trial. Relations  , . . ♦ 

Maintenance • • 

Manufacturing 

Marketing  and  Sales 

Production  Control  Records 

Purchasing  and  Procurement  , 
Research  and  Development  . , 
Traffic  and  Transportation  , 
Other  (not  specified)  . » • 

Total  


Number 

Percent 

^anaeers 

Managers 

18 

13 

28 

22 

11 

8 

7 • 

5 

3 

2 

34 

27 

12 

9 

5 

4 

7 

5 

4 

3 

3 

1 

2 

1 

134 

100 

16 


"t  ■ 


Methods  of  Updating 

Sixty-nine  percent  (N=92)  of  the  middle  managers  would  take  a credit 
course  and  77  percent  (N-103)  would  take  a non-credit  course  if  they 
were  offered  locally# 

Two  managers  were  currently  enrolled  for  the  bachelor *s  degree  and 
one  was  enrolled  for  the  doctorate.  Sixteen  managers  planned  to 
enroll  and  ten  of  these  planned  to  earn  the  master *s  degree;  li 
planned  to  study  business  administration,  three  engineering,  and 
two  education#  Seventy-six  percent  had  no  plans  for  further  degree 
work  and  their  reasons  are  given  below# 

TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  DEGREE  WORK 


Number 

Managers 


Don't  have  the  time#  # 

Live  too  far  from  educational  center 
Job  demands  no  more  education,  # # # 

Cannot  afford  it  # # # ■'  '• 

Can  do  better  on  my  own#  #••#'## 
Not  interested  #######•••« 
Not  a high  school  graduate  # , , # # 
Other  (not-specif led) # 


38 

15 
13 

7 

5 

5 

3 

16 


Total 


102. 


Middle  managers  had  used  a variety  of  educational  methods  for  up- 
datin'- within  the  past  four  years. 


TABLE  27 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N-135) 


Number  Percent 
Managers  Managers, 


Workshops  or  seminars  on  managerial  topics#  # * 

Company  in-service  training  courses  

Attendance  at  regional  or  national  meetings 

of  professional  societies  

Managerial  development  within  company  # # , # # 
Short  refresher  courses  at  colleges  or 

universities#  » 

Correspondence  courses 

Workshops  or  seminars  in  liberal  arts  or 

humanities 

Television  courses#  #«•  


63 

47 

55 

41 

54 

40 

41 

30 

19 

14 

19 

14 

4 3 

3 2 


Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources. 


TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N»132) 

Percent 


0) 


s 

rU 

U 

ii 

G 

0) 

•H 

0) 

tb 

9 

Id 

o* 

* ^ 

0)  Q) 

' (U  0) 

0)  U 

09  M 

> w 

09  P 

D A 

< D 

D > 

o 

09 

& 


4J 


Discussion  with  company  personnel 

(informal  or  formal)  

Subordinate-superior  discussions  or 

meetings  . 

In*plant  reports  and  bulletins  . . . . 

Business  reports  • • 

Manufacturer’s  literature  

Management  Journals  

Technical  books,  reports,  abstracts, 
and  indexes  ............ 

Scientific  and  technical  journals  . . 
Lectures , conferences , workshops , 

and  seminars  ...  

Company  in-service  courses  

Professional  society  meetings  . . . . 
College-university  evening  courses  . . 

Use  of  consultants  

College-university  day  courses  . . . . 


59 

34 

3 

2 

2 

57 

34 

5 

3 

1 

51 

39 

3 

2 

5 

.33 

42 

15 

9 

1 

31 

39 

16 

13 

1 

21 

45 

19 

9 

6 

20 

41 

23 

14 

2 

18 

42 

23 

16 

1 

17 

38 

26 

8 

11 

10  . 

28 

18 

22 

22 

9.  . 

. 28 

33 

, 28 

2 

7 

6 

10 

63 

14 

4 

12 

34 

47 

3 

2 

1 

7 

86 

4 

18 


If  Available 


Middle  .manag^era  responded  to  a listing  of  seven  educational  media ^ 
other  than  claSjSroom  instruction,  through  uhlch  they,  would  take 
.‘..courses.  Their  replies  follow,  . 


TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=135) 


Programmed  instruction  , , 
Correspondence  courses  , , 
Educational  television  , , 
Courses  recorded  on  tapes. 
Courses  recorded  on  records 
Two-way  radio  courses.  . , 
Two-way  telephone  courses. 


Number 

Percent 

Manasers 

Managers 

58 

43 

50 

37 

42 

31 

17 

13 

15 

11 

8 

6 

7 

5 

Company  Attitudes  Toward  Education 


Of  the  132  managers  responding  to  a question  on  the  attitudes  of 
their  immediate  superior  toward  continuing  their  education,  38 
percent  (N®50)  said  the  superior  encouraged  them  and  61  percent 
(N*81)  said  the  superior  was  noncommittal.  One  person  said  the 
superior  discouraged  him,  kiddle  managers  reported  their  per- 
ception of  company  attitudes  toward  participation  in  professional 
and  educational  activities. 


TABLE  30  . 

MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PR0FESSI0NAL.  DEVEL0PMENT 
(N*128) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

percent 

Percent 

Percent 

Percent 

Attend  company  training 

courses,  , , 

84 

6 

1 

9 

Attend  professional  meetings 

77 

. 17 

2 

4 

Write  technical  and  pro- 

fessional  papers  . . . • 

76 

12 

0 

12 

Enroll  for  advanced  work  « 

75 

11 

0 

14 

Hold  office  in  professional 
societies,  • • 

75  ■ 

18 

1 

6 

Attend  workshops  or  seminars 

away  from  the  company, • 

62. 

19 

5 

14 

Educational  leave  of  absence 

11 

22 

7 

60 

19 


Fifty-nine  percent  of  the  middle  managers  were  employed  by  companies 
which  provided  in-service  training;  38  percent  were  not,  and  three 
percent  did  not  know.  Thirty-three  percent  said  the  training  was 
entirely  on  company  time,  44  percent  said  it  was  partly  on  company 
time,  11  percent  said  it  was  not  on  company  time,  and  12  percent  did 
not  know.  - .. 

I 

Eighty- eight  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Nine  percent  said  it  did  not  and  three  percent  did 
not  know.  Sixty-six  percent  said  the  course  had  to  be  job-related 
in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  is  shown  below. 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 76 

About  3/4  ' 

About  2/3  . , . 5 

About  1/2 16 

About  1/3 0 

Less  than  1/3  . . . , 1 

Don*t  know  , 7 

Total 114 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the.  middle  managers  work. 


TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300  . . 
201  - 250  . . 
151  - 200  . . 

101  - 150  . . 
51  - 100  . . 
50  or  less  . 
Don*t  know  . . 


Number 
Managers . 

31 

10 

3 

5 

2 

3 

0 

57 


Total 


111 
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When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  20  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  35 
percent  said  it  had  partially  influenced  them,  and  45  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  while  55  percent 

said  the  availability  of  aid  motivated  them  to  some  extent,  only 
three  persons  were  actually  enrolled  and  16  were  planning  to  enroll. 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Electrical  Machinery,  175  first-line  super- 
visors from  24  companies  completed  the  questionnaire.  First-line  super- 
visors were  defined  as  "those  whose  major  activities  have  to  do  with 
supervisory  and  foreman  activities."  The  supervisors. responded  to  a 
listing  of  16  course  titles  in  the  area  of  supervisory  responsibility. 

They  provided  information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating  and  company  attitudes  toward  education. 

Educational  Needs 

The  175  first-line  supervisors  in  the  category  of  Electrical  Machinery 
were  asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need."  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors 


/ "Should  Have" 


Percent 

Fundamentals  of  the  Supervisor’s  Job  62 

The  Tools  and  Techniques  of  Effective  Supervision  ......  -59 

Leadership * 

Human  Aspect  of  Management 32 

Decision  Making- . . ......'.  52 

Communications  .........  51  ’ 


Table  33  gives  the  "Should .Have"  and  the  combined  "Should  Have"  .and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  group- 
ings . 


21 


TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N=170) 


Principles  of  Supervision 

Fundamentals  of  the  Supervisor’s  Job  , • • 
The  Tools  and  Techniques  of  Effective 

Supervision • 

Decision  Making  

Supervisor’s  Role  in  Employee  Discipline  • 

Inter-Departmental  Cooperation  

Supervisor’s  Role  in  Company  Economics  . , 

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  • . • • 
Safety  ••••••••••  

Employee  Training • 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration  • • • 

Labor  Relations  •••••••  « 

Labor  Relations  Legislation  • 

Developing  Those  We*  Stipervise 

Leadership 

Human  Aspect  of  Management  

Communications  

Developing  the  Work  Team 


“Should  Have” 


“Should  Have” 


and  “Could  Use" 


No. 

% 

No.  • 

7c 

104 

62 

154 

92 

100 

59 

147 

87 

86 

52 

139 

84 

79 

48 

138 

84 

73 

44 

132 

79 

73 

43 

140 

83 

75 

45 

139 

83 

58 

35 

121 

73 

53 

31 

120 

71 

62 

37 

112 

67 

53 

31 

114 

67 

22 

13 

95 

57 

91 

• 54 

150 

89 

C7 

52 

144 

86 

86 

51 

143 

85 

68 

41 

133 

80 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Forty— five  percent  (N~78)  of  the  first— line  supervisors  were  40  years 
of  age  or  younger.  Eighty-four  percent  (N=147)  were  high  school 
graduates,  29  percent  (N=50)  had  the  bachelor’s  degree,  and  two 
percent  (N*3)  had  the  master’s  degree;  no  one  had  the  doctorate. 

Six  percent  (N“10)  had  gone  to  business  school  and  19  percent  (N^33) 
to  trade  school.  The  major  fields  of  study  are  indicated  in  the 
following  table. 
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TABLE  34 


major  fields  of  study  of  college  graduates 


Nusober 
Bachelor *8  • 


Number 

Master’s 


Agriculture  

Business  Administration  « 

Education ' • 

Engineering  

Law  • • . 

Liberal  Arts . • . 

Psychology  

Other  (not  specified) . • . . ...  . • • 


0 

1 

0 

2 

0^ 

0 

0 

0 


Total 


50  3 


The  major  areas  of  work  for  the  first-line  supervisors  in  Electrical 
Machinery  are  shown  in  the  following  table: 


TABLE  35 


D 


MAJOR  AREAS  OF  WORK 


. Number 
Supec^taors 


Administration  

Engineering.  .....  i 

Finance 

Industrial  Relations  

Maintenance  ....  

Manufacturing * . . . 

Marketing  and  Sales  . . 

Production  Control  - Records  

Purchasing  and  Procurement  * 

Research  and  Development  

Service  (yatd  and  labor  personnel*  etc. 
Traffic  and  Transportation  , , ...  , * 
Other  C-iot  specified) 


11 
27 
7 ' 
6 

11 

75- 

1 

10 

2 

4 

) 4 

3 

.11 


Total 


172 


Percent 

Supervisors 

6 

16 

4 

3 

6 

45 

1 

6 

1 

2 

2 

2 

6 

100 


O 
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Methods  of  Updating 


Slxty-one  percent  (N=104)  of  the  first-line  supervisors  would  take  a 
credit  course  and  71  percent  (N=123)  would  take  a non-credit  course 
if  they  were  offered  locally. 

Ten  of  the  supervisors  were  currently  enrolled  and  18  were  planning 
to  enroll  in  a degree  program.  Business  administration  and  engin- 
eering were  the  most  popular  major  fields  of  study.  For  the  124 
supervisors  who  did  riot  have  plans  for  further  formal  education, 
the  following  reasons  were  indicated: 


TABLE  36  ‘ 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number 

Supervisors 


Don't  have  thie  time,  45 

Not  a high  school  graduate  ,,,,,,,  18 

Cannot  afford  it  , , 16 

Live  too  far  from  educational  center 10 

Job  demands  no  more  education,  8 

Not  interested ^ 

Can  do  better  on  my  own,  , 5 

Other  (not  specified) 16 

Total  124 


First-line  supervisors  had  uded  a vatiety  of  educational  methods  for 
updating  within. the  past  four  years, 

TABLE  37 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N*175)  ' 

...  ' , . . . i 

Number  Percent 

Supervisors  Supervisors 


Company  in-service  training  courses,  , , 82  47 

Managerial  development  within  company,  ,65  37 

Workshops  or  seminars  on  managerial 

topics  55  ’ 31 

Attendance  at  regional  or  national 
meetings  of  professional  societies  , , 34  19 

Short  refresher  courses  at  colleges 

or  universities , 21  12 

Correspondence  courses  , 21  12 

Workshops  or  seminars  in  liberal 

arts  or  humanities  , , 6 3 

High  school  courses  to  improve  job 

performance 5 3 

Television  courses  3 3 
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The  sources  of  information  used  by  first"line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table. 


““TABLE  38 

SOURCES  OF  INFOPOylATION  USED  IN  UPDATING 

(N»163) 


In-plant  reports  and  bulletins  , 
Discussion  with  company  per- 
sonnel (informal  or  formal),  , 
Subordinate -superior  discussions 

or  meetings • • 

Manufacturer *s  literature,  , , , 
Technical  books,  reporta;  ab- 
stracts, and  indexes  

Management  journals 

Scientific  and  technical  jour- 
nals   

Lectures,  conferences,  work- 
shops, and  seminars 

Company  in-service  courses  , , , 

Business  reports  • 

Use  of  consultants  

Professional  society  meetings,  , 
College -university  evening 

courses, • • • 

College -university  day  courses  • 


Percent 

(U 

Use: 

Frequently 

.Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Ava'^lab: 

54 

35 

5 ■ 

3 

3 

49 

45 

4 

1 

1 

37 

46 

11 

3 

3 

20 

46  ■ 

13 

14 

7 

14 

40 

25 

19 

2 

13 

34 

25 

18 

10 

12 

32 

30 

23 

3 

12 

31 

■ 24 

15 

18 

10 

32 

12 

17 

29 

9 

33 

31 

23 

4 

7 

19 

24 

45 

5 

5 

16 

24 

51 

4 

3 

11 

16 

60 

10 

1 

3 

5 

86 

5 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  Instruction,  to  show  their 
preferences  for  media  of  course  presentation. 
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TABLE  39 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION-  ■ '• 

(N=*175) 

Number  Percent 

Supervisors  Supervisors 


Correspondence  courses  . . . . 

81 

46 

Programmed  Instruction  . . . . 

81 

46 

Educational  television  . . . . 

53 

30 

Courses  recorded  on  records , 

25 

14 

Courses  recorded  on  tapes.  . . 

20 

11 

Two-way  telephone  courses.  . . 

16 

9 

Two-way  radio  courses 

8 

5 

Company  Attitudes  Toward  Education 

A total  of  166  flrst*llne  supervisors  responded  to  a question  on  the 
attitude  of  their  Immediate  superior  toward  continuing  their 
education.  Forty-eight  percent  (N*79)  said  the  superior  encouraged 
him;  51  percent  said  he  was  noncommittal,  and  two  Individuals  said 
he  discouraged  them. 


The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  In  educational  and  professional  activities  Is 
reported  In  the  following  table.  The  high  percent  who  did  not  know 
company  policy’ on  educational  leave  of  absence  Indicates  either  lack 
of  policy  or  lack  of  communication. 

■ TABLE  .40  • 

SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N=161) 

Encourages  Noncommittal  Discourages  Do  Not  Know 
Percent  Percent  Percent  Percent 

Attend  company  training 

courses.  , 

Attend  professional  meetings  . 

Enroll  for  advanced  vjork  , , , 

Hold  office  In  professional 

societies 

Write  technical  and  profes- 
sional papers 

Attend  seminars  or  workshops 
away  from  the  company,  , , , 

Educational  leave  of  absence  . 


80 

5 

69 

■ 8 

63 

16 

57 

17 

48 

13 

43 

18 

15 

9 

1 14 

5 • 18 

1 20 

1 25 

0 39 

7 32 

9 67 
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Flftynina  percent  of  the  supervisors  i^ere  employed  by  companies 
which  provided  In-service  training;  35  percent  said  their  company 
did  not  provide  It  and  six  p^efcent  did  not  know.  Thirty-five  percent 
said  the  training  was  completely  on  company  time , 30  percent  said 
it  was  partly  on  company  time,  15  percent  said  it  was  entirely  on 
the  men's  own  time,  and  20  percent  did  not  know. 

Seventy-five  percent  reported  that  their  company  had  an  educational 
assistance  plan;  13  percent  said  it  did  not,  and  12  percent  did  not 
know.  Fifty-seven  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance,  ■ 

The  proportion  of  tuition  paid  by  the  company  is  shown. in  the  table 
below, 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all 
About  3/4.  , , , 

About  2/3.  . . . 

About  1/2.  . . . 

About  1/3.  . . . 

Less  than  l/3.  . 
Don't  know  . . • 


58 

11 

7 

21 

1 

1 

26 


Total 


125 


Table  42  shows  the  maximum"  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  lEifst-line  supervisors, 

TABLE  4i2 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Supervisors 


More  than  $300 
251  - 300,  , , 

201  - 250,  , , 

151  - 200,  , , 

101  - 150,  , . 

51  - 100,  , , 

50  or  less,  , 
Don't  know  , , 


18 

8 

5 

2 

0 

4 

0 

84 


Total 


121 


When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  21  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  33  percent  said  it 
partially  influenced  them,  and  46  percent  said  it  had  no  effect, 

The  same  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors;  while  54  percent  said  that  the  avail” 
ability  of  financial  aid  had  motivated  them  to- some  extent  to 
undertake  additional  education,  only  ten  of  the  175  respondents 
were  actually  enrolled  and  18  were  planning  to  enroll, 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  ELECTRICAL  MACHINERY 

\rrm  those  of  managers  and.  supervisors  in  .total  report 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Electrical  Machinery,  as  compared  with  needs  of  those  in  business  and 
industry  as  seen  in  the  total  report,  •'Managerial  and  Supepisory  Educational 
Needs  of  Business  and  Industry  in  Pennsylvania,"  were  quite  similar.  The 
only  notable  difference  was  in  the .educational  needs  of  top  management. 


( ) 


Top  Management 


Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers; 


Communication  in  the  Organization,  . 
Management  Development  ,,,•••••< 
Long-Range  Planning  and  Forecasting  for 

Corporate  Growth  

Effective  Speaking  , • • 

Effective  Written  Communication,  , • • . 
Overall  Strategy  and  Goals  , < 


"Should  Have'* 

Percent 

Electrical 

Total 

Machinerv 

Report 

N=74 

N=705 

* 

59 

* 

53 

, 53 

50 

* 

50 

* 

50 

* 

50 

( ) 


* Less  than  50  percent 

Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects; 


'f 

< a 


« «>  I* 

..  h 


( ) 
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Effective  VTritten  Communication.  . . , 

Effective  Speaking  < 

Working  Effectively  ijith  Individuals 

and  Groups 

Communication  in  the  Organization.  « 

Effective  Reading  Skills  

Listening  Skills  . 

Performance  Appraisal  and  Counseling 

Techniques  ...... 

Management  Development  .....•• 
Human  Aspect  of  Management  ..... 
Improving  Decision  Making  of  Managers 
Creativity  and  Innovation.  ..... 
Management  Reporting  Systems  .... 
Criteria  and  Selection  of  Personnel. 

* Less  than  50  percent 


"Subordinates' 

Needs" 

percent 

■ 

Electrical 

Total 

Machinery 

Report 

N=74 

N=705 

. 74 

74 

. 67 

67 

. 64 

66 

, 63 

65 

. 63 

62 

. 61 

.62 

. 50 

57 

. 54 

56 

. 55 

54 

. 59 

54 

. 57 

* 

. 51 

* 

. 50 

•k 

Middle  Management 

Of  the  54  subjects  listed,  50  percent  of  more  of  the  middle  managers  in 
Electrical  Machinery  and  in  the  total  report  indicated  a "Should  Have" 
need  for  the  following: 


"Should  Have" 
Percent 

Electrical  Total 

Machinery'  Report 

N*135  N=1202 

Management  Development  • 

Working  Efficiently  with  Individuals  ' 

Effective  Communication  in  the  Organization.  ... 

Supervisory  Tx'aining  and  Employee  Development.  . . 

* 


61 

66 

57 

65 

53 

64 

•k 

53 

Less  than  50  percent 


Subjects  vhich  50  percent  or  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  vere: 


Supervisory  Training  and  Employee  Development,  , 

Working  Efficiently  ulth  Individuals  

Effective  Communication,  in  the  Organization,  , , 
Performance  Appraisal  and  Counseling  Techniques, 

Listening  Skills  , , 

Oral  Presentation  of  Reports  ,,,,,,,,,, 
Effective  Report  Writing  , , , , 


^Subordinates  * Needs ** 
Percent 


Electrical 

Total 

Machinery 

Report 

N*135 

N=1202 

68 

61 

65 

62 

57 

56 

53 

* 

53 

50 

51 

* 

51 

•k 

* Less  than  50  percent 


First -Line  SitDervlslon 

♦ 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  needed  the 
following  six  of  a listing  of  16  subjects: 


’’Should  Have'* 
Percent  . 


Electrical  . 

Total 

• 

Machinery 

Report 

N=175 

N=1713 

Fundamentals  of  the  Supervisor's  Job  , 

. 62 

64 

Leadership 

r 54 

57 

The  Tools  and  Techniques  of  Effective  Supervision, 

. 59 

55 

Decision  Making . 

. 52 

54 

HvDoan  Aspect  of  Management 

. 52 

53 

Communications  , 

. 51 

51 
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RECOM-IENDATIONS 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  -* 
svich  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  TiJhile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  Intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  location. 

5.  VJhen  classroom  instruction  was  excluded,  the  largest  number. of 
middle  managers  and  first- line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television*  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry  ■ 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  v;idely  disseminated  among  middle 
managers  and  fiivSt-line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  thei’*  ^mplyees  to  take  advantage  of 
financial  aid  which  is  availab^  : education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


4.  Companies  should  help  their  managers  to  realise  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry*  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great  potential 
of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additioanl  in-service  educational  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

■ ■ ■ I I ■ • ■ ■ I — ■ I II  ■ 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate-  mv^dia  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  «hould  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the. companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 

‘’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania*’  1968  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  o£  Business  and  Industry 
in  Pennsylvania"  1967  ($5.00) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "lianagerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania*’  ($1.00  each); 

M-63  Banks 

H-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M-67  Electrical  Machinery 

M-68  Fabricated  Metal  Products 

M-69  Food  and  Kindred  Products 

M-70  Insurance 

M-71  Machinery  (Except  Electrical) 

■ M-72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M~76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
H-80  Gas  and  Electric  Utilities 
M~81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.00) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.50) 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as-  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2 . 50  each) : 

Engineering  Fields : 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
£-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups; 


E-10 

E‘ll 

E-12 

E-13 

E-14 

E-15 

E-16 

E-17 

E-18 

E-19 

E-20 

E-21 

E-22 

E-23 

E-24 

E-53 

E-25 


Aircraft,  Motors,  and  Parts 

Chemical  and  Allied 

Electrical  Machinery  and  Equipment 

Machinery 

Mining 

Paper  and  Allied 
Petroleum  Refining 
Primary  Metals 

.Professional,  Scientific,  and  Controlling  Instruments 
Research  and  Consulting  Laboratories 
Transportation 
Electric  Utilities 
Gas  Utilities 
Telephone  and  Telegraph 
Water  Utilities 
Construction 

State  Government  Employees 


"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals”  1965  ($2,25) 


Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals"  ($  ,75  each): 

Continuing  Professional  Educational  Needs  of; 


H-54 

H-55 

H-56 

H-57 

H-58 

H-59 

H-60 

H-61 

H-62 


Hospital  Administrators 
Nursing  Service  and  Nursing  Education 
Supervisory  Personnel  in  the  Dietary  Department 
Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

Supervisory  Personnel  In  the  Business  Office  and  Purchasing 
Department 

Supervisory  Personnel  in  the  Medical  Records  Department 
Supervisory  Personnel  in  the  Institutional  Care  Departments 
Personnel  Directors 

Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 


The  above  publications  may  be 
purchased  from: 

Continuing  Education  Business  Office 
J,  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from; 

Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


MANAGERIAL  AND  SUPERVISORY 
EDUCATIONAL  NEEDS  IN  THE 
FABRICATED  METAL  PRODUCTS  INDUSTRY 


MANAGERIAL  AND  SUPERVISORY 


EDUCATIONAL  NEEDS  IN  THE 
FABRICATED  METAL  PRODUCTS  INDUSTRY 
IN  PENNSYLVANIA 

M-68 


Samuel  S.  Dub in,  Ph.D* 
Everett  Alderman,  Ed.D. 
H.  LeRoy  Marlow,  Ed.D« 


Copyright  The  Pennsylvania  State  University 
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IIAHAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS  IN  THE 
FABRICATED  METAL  PRODUCTS  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today#  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  In  increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  end  in  today *s  highly  competitive  market  Improved  efficiency 
becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth o The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on 
responses  from  90  managers  and  supervisors  from  ten  companies  in  the  Fabri- 
cated Metal  Products  industry  in  Pennsylvania.  The  survey  titilized  three 
questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first- line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel. 

The  respondents  checked  one  of  three  choices:  ’’Should  Have,”  ’’Could  Use,” 

and  ”Don*t  Really  Need,”  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first- line  supervision. 
Middle  management  and  first- line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  seven  were  checked  by  50  percent  or  more  of  top  man- 
agers as  ’’Should  Have,”  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  two 
courses  were  needed,  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a ’’Should  Have”  need 
for  six  courses  in  the  areas  of  general  management  and  communication  out  of 
54  courses  listed  in  six  areas.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  two  of  the  listed  courses,  (Page  8) 

Only  16  percent  had  the  bachelor *s  degree.  Middle  managers  had  used  many 
methods  of  instruction  and  sources  of  information  for  updating,  and  reported 
generally  favorable  attitudes  toward  education  on  the  part  of  their  companies, 
(Pages  15-18) 


* Dubin,  S.S.,  Alderman,  E. , and  Marlow,  H.L,,  ’’Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,”  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty- two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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First-Line  Supervision 


Fifty  percent  or  more  of  the  first-'line  supervisors  reported  a '’Should  Have" 
need  for  nine  out  of  16  courses*  (Page  20  ) 

Only  two  percent  of  the  supervisors  had  the  bachelor’s  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information, 
and  thought  their  companies  had  a favorable  attitude  toward  continuing 
education,  (Pages  21-25  ) 


TOP  MANAGEMENT 

In  the  industrial  category  of  Fabricated  Metal  Products,  13  top  managers 
from  ten  companies  completed  the  questionnaire.  Top  managers  were 
defined  as  "senior  executives  who  direct  an  enterprise  as  a whole  or  who 
head  the  major  divisions," 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  teiagement  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of 
50  percent  or  more  were: 


"Should  Have" 
Percent 


Working  Effectively  with  Individuals  and  Groups  , 69 

Management  Development 58 

Communication  in  the  Organization  «#,,,,•  54 

Effective  Utilization  of  Manpower  Resources  and  AAllocation,  , , 54 

Human  Aspect  of  Management 54 

Operations  Planning  and  Control 50 

Policy  Formation 50 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they 
supervise  needed  the  following  courses: 


"Subordinates* 

Needs" 

Percent 

Effective  Written  Communications 
Effective  Speaking  • 


75 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers*  needs  for  each 
subject  listedj  ranked  according  to  the  "Should  Have"  response.  Also 
included,  in  the  ‘'Subordinates*  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervised. 


TABLE  1 

GENERAL  MANAGEllENT 
(N=13) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Effective  Utilization  of 
Manpower  Resources  and 

Allocation . 

Policy  Formation  

Industrial  Organization  and 

Administration  . 

Overall  Strategy  and  Goals  . . 
Improving  Decision  Making  of 

Managers * . . . 

Management  Reporting  Systems  . 
Impact  of  Science  and  Techno- 
logy on  Business  J'lanagement. 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Management  of  Research  and 

Development 

Impact  of  Computer  Technology. 
Managing  Major  Change  in 

Organizations 

Ethical  Considerations  in 

Business  

Impact  of  Government  Legis- 
lation and  Controls  on 

Business . . 

Impact  of  Multinational 
Aspects  of  Planning  and 
Control . 


54 

92 

15 

50 

92 

25 

46 

100 

23 

46 

84 

38 

46 

77 

31 

46 

77 

8 

38 

69 

8 

33 

83 

25 

33 

66 

17 

23 

69 

31 

15 

77 

15 

8 

39 

31 

0 

77 

k 

0 

8 

0 

TABLE  2 


BEHAVIORAL  SCIEICE  AND  14ANAGEi-lEKT 
(N-13) 


) 


Working  Effectively  with 
Individuals  and  Groups  . . 
Communication  in  the 

Organisation  

Human  Aspect  of  Management  . 
Managerial  Motivation.  • • . 
Creativity  and  Innovation.  , 
Political,  Social,  and 
Cultural  Trends  and  Their 
Impact  on  Business 
Management 


Effective  Speaking  . . . 
Listening  Skills  . . . • 
Effective  Reading  Skills 
Effective  Written 

Communications  . . . . 


Economic  Trends, 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

69 

92 

38 

. 54 

92 

46 

. 54 

77 

38 

. 38 

92 

31 

33 

83 

42 

. 0 

17 

0 

TABLE  3 

UNICATIONS  TECHNIQUES 

(N=X2) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 33 

83 

50 

. 33 

66 

33 

. 18 

82 

36 

17 

84 

75 

TABLE  4 

ECONOMICS 

(H=12) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

, . 8 

16 

17 

3 . 0 

0 

9 

5 


TABLE  5 


: 
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QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N-12) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Survey  Course  on  Quantitative 

Methods • 

. 25 

50 

0 

Statistical  Decision  Theory. 

. 17 

25 

8 

TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSOML  MANAGEMENT 

(N=^12) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • 
Personnel  Policy  Affecting 

. 58 

83 

33 

labor-Management  Relations 
Performance  Appraisal  and 

. 42 

100 

42 

Counseling  Techniques.  . . 

ro 

75 

42 

Incentives 

Personnel  Policy  Affecting 

. 33 

66 

33 

Wage  and  Salary  Structure, 
Personnel  Policy  Affecting 

. 25 

67 

17 

Employment  Practices  . . • 
Criteria  and  Selection  of 

. 25 

58 

33 

Personnel 

. 17 

67 

8 

TABLE  7 

FINANCIAL  MANAGEMENT 

(N=13) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Financial  Planning  and 

Forecasting • 

Fundamentals  of  Financial 

. 33 

66 

0 

Reporting  and  Statement 
Analysis  

. 23 

77 

15 

Managerial  Accounting  and 

17 

Budgeting.  

. 17 

59 

Capital  Budgeting.  ..... 

. 8 

66 

0 

6 


TABLE  8 


MOTACTURING  AND  PTIODUCTION 


(N=13) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Operations  Planning  and 

. 50 

58 

17 

Planning  and  Utilization  of 

0 46 

84 

31 

Physical  Facilities.  « * . 

Operations  Research  Applied 

0 

27 

18 

TABLE  9 


karketing 

(N-13) 


^Should  Have” 
Percent 


"Should  Have"  "Subordinates* 

and  "Could  Use"  Needsl' 

' Percent  Percent 


Pricing.  . . . . • 
Product  Planning  • 
Logistics  Planning 
Marketing  Research 


33 

33 

25 

15 


66 

66 

42 

53 


17 

17 

8 

15 


TABLE  10 


INTERNATIONAL  MANAGEiffiNT 
(N=12) 


"Should  Have" 
"Should  Have"  and  "Could 
Percent  Percent 


"Subordinates* 

Needs" 

Percent 


International  Understanding*  • 
International  Economic 

Analysis  


8 

0 


7 


MIDDLE  MNAGEl^NT 


In  the  industrial  category  of  Fabricated  Metal  Products,  31  middle  managers 
from  ten  companies  completed  the  questionnaire.  Middle  managers  were 
defined  as  ’’personnel  assigned  to  executive  duties  in  the  area  between 
senior  executives  and  supervisors.” 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjectsj^ 

Economics  ^ (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  ’’Should  Have,"  "Could  Use,"  or  "Don't  Really  Need." 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of 
the  middle  managers: 


"Should  Have" 
Percent 


Effective  Communication  in  the  Organization.  ...  75 

Management  Development 71 

Working  Efficiently  with  Individuals  69 

Supervisory  Training  and  Employee  Development 62 

Performance  Appraisal  and  Counseling  Techniques 52 

Listening  Skills  .....  50 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  follot/ing  courses: 


"Subordinates' 

Needs" 

Percent 


Supervisory  Training  and  Employee  Development 55 

Working  Efficiently  with  Individuals  . 52 


The  following  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Fabricated  Metal  Products  category. 


TABLE  11 

MANAGE14EKT 

(N»29) 


“Should  Have”  “Subordinates* 
md  "Could  Use"  Needs" 


Management  Development  • • • • 
Working  Efficiently  with 

Individuals • 

Supervisory  Training  and 

Employee  Development  • • • • 
Performance  Appraisal  and 
Counseling  Techniques.  • • . 
Principles  and  Analysis  of 
Office  Systems 
Criteria  and  Selection  of 
Personnel  for  Promotion.  • . 
Effective  Utilization  of  Man- 
power Resources  and 

Allocation  

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Analyzing  Organizational 

Behavior 

Impact  of  Government  Legis- 
lation and  Controls  on 

Business  .....  

The  Application  of  Infor- 
mation Technology  on 

Decision  Making. 

Impact  of  Computer  Technology. 
Impact  of  Science  and  Techno- 
logy on  Business  Management. 


Percent 

Percent 

Percent 

71 

96 

46 

69 

97 

52 

62 

96 

55 

52 

93 

34 

43 

79 

18 

37 

89 

44 

37 

78 

30 

32 

57 

11 

31 

62 

28 

26 

48 

15 

22 

52 

11 

18 

57 

U 

17 

58 

14 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«28) 


Creativity  and  Innovation.  • 
Understanding  Group  Inter- 
action and  Behavior*  • • • 
Human  As  pec  t . of  • Management  • 
Management  Psychology.  • • • 
Social  and  Cultural  Trends 
i>nd  Their  Impact  on 
Business  Management.  . . . 
Impact  of  Consumer  Behavior 

on  Management 

Industrial  Sociology  . . . . 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

41 

78 

33 

. 41 

78 

33 

33 

89 

48 

. 30 

67 

19 

. 18 

54 

14 

. 18 

39 

4 

. 11 

67 

19 

TABLE  13 

COMMUNICATION 

(N«28) 


Effective  Communication  in 

the  Organization  

Listening  Skills  

Business  Letter  Writing.  . . 
Effective  Reading  Skills  . . 
Effective  Report  Writing  . . 
Oral  Presentation  of  Reports 
Conference  Leadership.  . . • 


’’Should  Have” 
Percent 


75 

50 

48 

48 

46 

44 

43 


"Should  Have" 
and  "Could  Use" 
Percent 


93 

75 

81 

81 

77 

70 

86 


"Subordinates* 

Needs" 

Percent 


46 

46 

41 

41 

38 

33 

25 


TABLE  14 


ECONOMICS 

(N*=28) 


Economics  of  Production  and 

Cost 

The  Price  Mechanism 

Economic  Trends s 

Fundamentals  of  Economics  <»  • 
The  Economic  Systems  of  the 

United  States 

Comparative  Economic  Systems 
Economics  of  Technology  and 

Innovation  

International  Economics,  • • 


**Should  Have*’ 
Percent 


33 

29 

22 

15 

4 

4 

4 

0 


"Should  Have" 
and  "Could  Use" 
Percent 


63 

65 

59 

56 

43 

33 

30 

22 


"Subordinates 

Needs" 

Percent 


22 

18 

19 

15 

11 

11 

4 

7 


t 


TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=28) 


"Should  Have"  "Subordinates® 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Replacement  Management  • • • • 

Inventory  Management 

Improving  Decision  Making  of 

Managers  

Statistical  Decision  Theory.  . 
Review  of  Basic  Mathematics.  . 
Applying  Program  Evaluation 
and  Review  Techniques  (PERT) 

Waiting  Lines 

Statistical  Procedures  and 

Methods 

Linear  Programming  

Dynamic  Programming 

Probability  Theory  

Analytic  Geometry.  ...... 

Matrix  Algebra  . « 

Calculus  of  Finite  Differences 
Calculus  of  Infinite  Series.  . 


37 

70 

26 

32 

75 

29 

25 

82 

14 

21 

75 

14 

19 

67 

26 

14 

64 

7 

11 

32 

4 

11 

25 

7 

7 

39 

4 

7 

36 

7 

7 

18 

4 

4 

22 

4 

4 

11 

0 

4 

4 

0 

4 

4 

0 

TABLE  16 


COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N«29) 


Applying  the  Computer  to 
Problems  of  Business  and 
Management  ••«••••• 
Fundamentals  of  Programming 
for  Computer  Operations*  * 
Data  Systems  and  Processing, 
Mathematics  for  Digital 
Ccmputers 


•'Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs"  __ 


Percent 

Percent 

Percent 

, 28 

52 

10 

. 25 

39 

14 

, 21 

60 

21 

, 11 

25 

11 

If  the  manager *s  area  of  major  responsibility  was  not  included  in  the  pre- 
ceding six,  he  was  asked  tc  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 


Industrial  Relations  and  Personnel  .ianagement  (8  subjects) 
Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  ^10  subjects) 

Research  and  Development  v-  subjects) 


The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MNAGEMENT 

(N=12) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs 


Management  and  Labor  Relations 
Job  Analysis  and  Job 

Evaluation  Methods  

Maintaining  Efficient  and  Up- 
To-Date  Personnel  Records,  * 

In-plant  Training 

Employee  Benefit  Plans  • 
Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  find  Promotion, 
Salary  and  Wage  Administration 
Industrial  Safety  and  Medical 
Services , , , 


• • 


• • 


Percent 

Percent 

Percent 

55 

82 

27 

42 

59 

17 

18 

54 

9 

17 

84 

33 

17 

42 

0 

9 

64 

9 

8 

58 

8 

8 

50 

17 

TABLE  18 


FINANCIAL  MANAGEMENT 
(N=ll) 


Budgets  

New  Developments  in  Equipmeni 
Replacement  Policy  • • • • 
Financial  Planning  and  Fore- 
casting   

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  * 

Taxes  

Managerial  Accounting  • • • 


Inventory  Management  • • • • 

Automation  

Production  Planning  and 
Control  Management  • • • i 

Quality  Control  

Value  Analysis 

Maintenance  Planning  and 

Control  . 

Engineering  Economy  • • • < 
Methods  Analysis  and  Work 

Simplification  , 

Materials  Handling  • • • • < 
Organization  and  Management 
of  Purchasing  Operations 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

. 36 

45 

9 

18 

54 

18 

. 18 

54 

9 

. 9 

45 

9 

. 9 

45 

9 

9 

36 

9 

TABLE  19 

CTURING  AND  PRODUCTION 

(N=18) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use” 

Needs" 

Percent 

Percent 

Percent 

88 

19 

. 59 

83 

29 

. 56 

94 

25 

. 53 

82 

18 

. 50 

75 

19 

. 47 

71 

18 

. 44 

75 

13 

. 41 

82 

29 

. 39 

72 

11 

38 

82 

25 

TABLE  20 


MARKETING 

(N«7) 


"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Product  Planning  

43 

72 

29 

Fundamentals  of  Pricing.  . . . 

29 

43 

14 

Packaging  Design  and 

Development • 

14 

43 

14 

Fundamentals  of  Marketing.  • • 

14 

43 

0 

Physical  Distribution  Methods, 

14 

28 

0 

Brand  Marketing 

0 

43 

0 

Marketing  Management  ..... 

0 

43 

0 

Marketing  Research  

0 

43 

0 

Application  of  Management 

Science  and  Computers  to 

Marketing  Problems  

0 

29 

0 

TABLE  21 

SALES  MANAGEMENT 

(N»7) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Motivating  Salesmen.  <>•... 

43 

43 

14 

Selection  and  Evaluation  of 

Field  Salesmen  ....... 

43 

43 

0 

Compensation  of  Field  Salesmen 

29 

43 

0 

Training  of  Field  Salesmen  . . 

29 

43 

0 

Supervision  of  Field  Salesmen. 

29 

29 

14 

INTERNATIONAL  MANAGMENT 
(N«4) 


One  of  the  four  managers  said  he  "Should  Have"  the  course  in  Appraising  and 
Developing  Foreign  Markets,  and  "Could  Use"  the  other  nine  courses,  such  as 
International  Understanding  and  International  Economic  Analysis.  No  managers 
indicated  a need  for  any  of  the  courses  on  the  part  of  those  they  supervise, 

RESEARCH  AND  DEVELOBIENT 
(N«4) 

One  manager  indicated  that  he  "Could  Use"  each  of  the  five  courses  listed, 
such  as  Super'.-  Ision  and  Management  of  Research  Services  and  Planning 
Budgeting  and  Control  of  Products.  No  one  said  he  "Should  Have"  any  of 
the  courses,  nor  that  those  he  supervised  needed  any  of  them. 


ERIC 


14 


Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 

Twenty-nine  percent  (K*=9)  of  the  31  middle  managers  were  40  years  of 
age  or  younger*  Ninety-seven  percent  (N~30)  had  completed  high 
school,  16  percent  (N=5)  had  the  bachelor’s  degree,  and  six  percent 
(N=2)  had  the  master’s  degree.  No  one  had  the  doctorate.  Ten 
percent  (N=3)  went  to  business  school  and  six  percent  (N«=2)  went 
to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below: 

TABLE  22 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor’s  Mas ter’s 

Business  Administration,  • • 2 2 

Engineering ^ ® 

Liberal  Arts 2 

Total  ^ ^ 

The  major  areas  of  work  for  the  middle  managers  in  the  Fabricated 
Metal  Products  industry  are  shown  below: 

TABLE  23 


MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration  

Engineering 

Finance 

Industrial  Relations  

Manufacturing 

Marketing  and  Sales . . . . 

Production  Control  — Records 

Purchasing  and  Procurement  

Service  (yard  and  labor  personnel,etc.) . . 
Traffic  and  Transportation  


26 

3 

10 

7 

21 

3 

10 

14 

3 

3 


29  100 


Total 


Methods  of  Updating 

Sixty  percent  (N®18)  of  the  middle  managers  would  take  a credit  course 
and  77  percent  (N=24)  would  take  a non-credit  course  if  they  were 
offered  locally. 

No  one  was  currently  enrolled  for  a degree.  Four  managers  planned  to 
enroll  and  all  of  these  planned  to  earn  the  bachelor* s degree. 

Three  said  they  planned  to  study  business  administration,  and  one 
was  unspecified. 

Sixty- eight  percent  had  no  plans  for  further  degree  work  and  tneir 
reasons  are  given  below: 


TABLE  24 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORm  EDUCATION 


Number  Percent 
Managers  Managers 


Don*t  have  the  time 8 

Live  too  far  from  educational  center  ....  5 

Job  demands  no  more  education 2 

Cannot  afford  it  1 

Not  interested 1 

Other  (not  specified).  ^ 


38 

24 

9 

5 

5 

19 


Total 


21  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  follows: 

TABLE  25 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N=31) 


Workshops  or  seminars  on  managerial  topics  . 
Attendance  at  regional  or  national  meetings. 

of  professional  societies.  • 

Company  in-service  training  courses 

Managerial  development  within  company.  . . . 
Short  refresher  courses  at  colleges  or 

universities  

Correspondence  courses  « 

Workshops  or  seminars  in  liberal  arts  or 
humanities  


Number 

Percent 

Managers 

Managers 

16 

52 

10 

32 

7 

23 

3 

10 

2 6 
2 6 


1 3 


16 


Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  26  lists  these  sources. 


TABLE  26 

ft 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=^29) 


Percent 


0) 


Discussion  with  company  personnel 
(informal  or  formal) ...... 

Subordinate- superior  discussions 

or  meetings  

In-plant  reports  and  bulletins. 

Business  reports 

Management  journals  

Manufacturer’s  literature  . . . 
Lectures,  conferences, 

workshops,  and  seminars  ... 
Professional  society  meetings  • 
Technical  books,  reports, 

abstracts,  and  indexes.  . . . 
Scientific  and  technical  journals 
Company  in-service  courses.  . . 

Use  of  consultants 

College  and  university  day 

courses  

College  and  university  evening 
courses • . < 


Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

Would  Use 
If  Availabl 

56 

36 

4 

4 

0 

55 

37 

4 

0 

4 

44 

41 

4 

0 

11 

24 

48 

14 

14 

0 

21 

64 

7 

4 

4 

17 

59 

21 

3 

0 

11 

38 

33 

7 

11 

11 

25 

25 

39 

0 

7 

49 

33 

11 

0 

4 

55 

30 

11 

0 

4 

12 

12 

28 

44 

0 

33 

22 

41 

4 

0 

0 

4 

88 

8 

0 

0 

0 

85 

15 

17 


Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses*  (Table  27) 


TABLE  27 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-31) 


Correspondence  courses*  • • * 
Programmed  instruction,  • • • 
Courses  recorded  on  tapes  • • 
Courses  recorded  on  records  . 
Educational  television.  • • • 
Two-way  telephone  courses  • • 
Two-way  radio  courses  • • • • 


Number 

Percent 

Managers 

Managers 

16 

52 

15 

48 

7 

23 

6 

19 

5 

16 

2 

6 

1 

3 

Company  Attitudes  Toward  Education 


Of  the  25  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  their  education,  32  percent  (N-8) 
said  the  superior  encouraged  them  and  68  percent  (N«17)  said  the 
superior  was  noncommittal.  No  one  said  the  superior  discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  28 


MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPl-ffiNT 
(N«=28) 


Attend  professional 

meetings  

Attend  company  training 

courses  

Hold  office  in  pro- 
fessional societies.  . 
Attend  seminars  or  work- 
shops away  from  the 

company 

Enroll  for  advanced  work 
Write  technical  and 
professional  papers,  . 
Educational  leave  of 
absence * • 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

89 

11 

0 

0 

68 

9 

0 

23 

62 

19 

0 

19 

62 

19 

0 

19 

50 

27 

0 

23 

36 

28 

0 

36 

4 

18 

7 

71 

18 


Thirty-eight  percent  of  the  middle  managers  indicated  that  they 
were  employed  by  companies  which  provided  in-service  training; 

59  percent  were  not,  and  three  percent  did  not  know.  Thirty-one 
percent  said  the  training  was  entirely  on  cotapany  time,  30  percent 
said  it  was  partly  on  company  time,  13  percent  said  it  was  not  on 
company  time,  and  26  percent  did  not  know. 

Forty  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Fifty- three  percent  said  it  did  not  and  seven 
percent  did  not  know.  Thirty-nine  percent  said  the  course  had  to 
be  job-related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by 
the  nine  managers  who  responded  to  this  question,  follows: 

TABLE  29 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all.  . 6 

About  3/4 a.......  0 

About  2/3 ; 0 

About  1/2 1 

About  1/3 0 

Less  than  1/3.  0 

Don't  know 2 

Total 9 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work. 

Ti\BLE  30 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300  3 

251  - 300 2 

201  - 250 . 0 

151  - 200 0 

101-150 0 

51  - 100 0 

50  or  less 0 

Don't  know 4 

Total * . 9 
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When  esked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  none  of 
the  middle  managers  said  it  had  strongly  encouraged  them,  56  percent 
said  it  had  partially  influenced  them,  and  44  percent  said  it  had 
no  effect.  There  is  an  inconsistency  here:  while  56  percent  said 

the  availability  of  financial  aid  motivated  them  to  some  extent, 
no  one  was  actually  enrolled  and  only  four  were  planning  to  enroll. 
However,  some  who  had  completed  their  educational  objectives  may 
have  been  so  motivated  at  the  time  they  were  enrolled. 


FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Fabricated  Metal  Products,  46  first- line 
supervisors  from  ten  companies  completed  the  questionnaire.  First- line 
supervisors  were  defined  as  ’’those  whose  major  activities  have  to  do  with 
supervisory  and  foreman  activities."  The  supervisors  responded  to  a 
listing  of  16  course  titles  in  the  area  of  supervisory  responsibility. 

They  provided  information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 

The  46  first- line  supervisors  in  the  category  of  Fabricated  Metal  Products 
were  asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need."  Tlie  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors: 

"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor’s  Job.  ...... 

Decision  Making • 

The  Tools  and  Techniques  of  Effective  Supervision 

Communications 

Human  Aspect  of  Management 

Leadership.  

Safety . . . . 

Inter-Departmental  Cooperation 

Grievance  Procedure  and  Arbitration  ....... 


70 

60 

58 

57 

56 

54 

54 

53 

52 


Table  31  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 


20 


TABLE  31 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(M=44) 


**Should  Have” 
No.  % 


’’Should  Have" 
and  "Could  Use’’ 
No.  % 


Principles  of  Supervision 


Fundamentals  of  the  Supervisor’s  Job  . . 

Decision  Making.  »..•••  

The  Tools  and  Techniques  of  Effective 

Supervision 

Inter-Departmental  Cooperation  

Supervisor’s  Role  in  Company  Economics  . 
Supervisor’s  Role  in  Employee  Discipline 

Employee  Training  and  Evaluation 

Safety  

Evaluation  of  Employee  Performance  . . . 
Employee  Training 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  • . 

Labor  Relations 

Labor  Relations  Legislation 

Developing  Those  we  Supervise 

Communications  

Human  Aspect  of  Management  

Leadership  

Developing  the  Work  Team  


• 

31 

70 

42 

95 

25 

60 

35 

84 

25 

58 

39 

91 

23 

53 

38 

88 

• 

19 

45 

32 

76 

• 

19 

45 

32 

76 

22 

54 

35 

86 

• 

20 

48 

36 

86 

17 

40 

32 

76 

• 

22 

52 

35 

83 

16 

38 

36 

86 

4 

10 

27 

65 

• 

24 

57 

34 

81 

24 

56 

40 

93 

22 

54 

38 

93 

17 

40 

33 

77 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Twenty-six  percent  (N=12)  of  the  first-line  supervisors  were  40  years 
of  age  or  younger.  Sixty- five  percent  (N=30)  were  high  school 
graduates,  two  percent  (N=l)  had  the  bachelor’s  degree,  and  two 
percent  (N=l)  had  the  master’s  degree;  no  one  had  the  doctorate. 
Twenty- two  percent  (N=10)  had  gone  to  trade  school. 

One  person  had  earned  the  bachelor’s  degree  in  engineering  and  one 
had  earned  the  master’s  in  agriculture. 
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Below  is  a listing  of  the  major  areas  of  work  for  the  first- line  super 
visors  in  Fabricated  Hetal  Products: 

TABLE  32 

MAJOR  AREAS  OF  WORIC 


Number  Percent 

Supervisors  Supervisors 


Administration  • • • • 2 ^ 

Engineering 3 7 

Industrial  Relations 2 5 

Maintenance 3 7 

Manufacturing 22  51 

Marketing  and  Sales 1 2 

Production  Control  — Records  2 5 

Research  and  Development 1 2 

Service  (yard  and  labor  personnel, etc.)  3 7 

Taaffic  and  Transportation 3 7 

Other  (not  specified) 1 2 

Total 43  100 


Methods  of  Updating 

Forty-five  percent  (N=20)  of  the  first- line  supervisors  would  take  a 
credit  course  and  68  percent  (N®30)  would  take  a non-credit  course  if 
they  were  offered  locally. 

One  of  the  supervisors  was  currently  enrolled  for  the  associate  degree 
and  one  was  planning  to  enroll  for  the  bachelor *s  degree  in  engineering. 

For  the  74  percent  of  the  supervisors  (N=34)  who  did  not  have  plans 
for  further  formal  education,  the  following  reasons  were  indicated: 

TABLE  33 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Not  a high  school  graduate S 25 

Don*t  have  the  time 7 21 

Cannot  afford  it 4 12 

Live  too  far  from  educational  center.  .4  12 

Not  interested 3 9 

Job  demands  no  more  education  . . . • • 2 6 

Can  do  better  on  my  1 3 

Other  (not  specified) 4 12 

Total 34  100 


First- line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years.  (Table  34) 


TABLE  34 

EDUCATE  m METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N=46) 


Number  Percent 

Supervisors  Supervisors 


Workshops  or  seminars  on 

managerial  topics.  16  35 

Company  in-service  training  courses.  . 14  30 

Managerial  development  within 

company H 24 

Attendance  at  regional  or  national 

meetings  of  professional  societies  .6  13 

Correspondence  courses 6 13 

Short  refresher  courses  at  colleges 

or  univdrsities 3 7 

Workshops  or  seminars  in  liberal 

arts  or  humanities 3 7 

High  school  courses  to  improve  job 

performance 1 ^ 

Television  courses  1 2 


The  sources  of  information  used  by  first- line  supervisors  in  keeping 
uo  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  35 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=41) 


Percent 


u 

§ 

0)  0) 
(Q  ^ 
p Cm 


Discussion  with  company  personnel 
(informal  or  formal) 
Subordinate-superior  discussions 

or  meetings 

In-plant  reports  and  bulletins  • . . 

Manufacturer  * s literature 

Management  journals 

Technical  books,  reports,  abstracts, 

and  indexes 

Scientific  and  technical  journals . . 

Use  of  consultants  

Lectures,  conferences,  workshops, 

and  seminars 

Professional  society  meetings . . . . 

Business  report®  . • 

Company  in-service  courses  

College  and  university  evening 

courses 

College  and  university  day 

courses 


50 

44 

42 

35 

21 

21 

18 

11 

8 

6 

5 

3 

3 

0 


<0 

to 

CO 

u 

0)  0) 


41 

39 

35 

39 

42 

26 

30 
14 

31 
19 
28 
25 

11 


o <0 

0)  <U 
(0  •H 


5 

15 

8 

13 

21 

27 
21 

24 

28 

25 
18 

8 

8 

6 


o to 
p p 


2 

0 

5 

5 

11 

21 

26 

37 

18 

44 

49 

26 

59 

88 


o 

r-C 


0) 

CO 

P 

r~l 

n 

o 


■§ 

rM 

T« 

CO 

M 


2 

2 

10 

8 

5 

5 

5 

14 

15 

6 
0 

36 

19 

6 


First- line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  36) 
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TABLE  36 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESEOTATION 

(R*46) 


Nuiaber 

Supervisors 


Percent 

Supervisors 


Progratnmed  Instruction  #•••••*• 
Correspondence  courses.  ..•••••• 

Educational  television 

Courses  recorded  on  records  •»•••* 

Courses  recorded  on  tapes  

Two-way  telephone  courses  ,•••••• 

Two-way  radio  courses  • • c 

Other  (not  specified) • 


20 

19 

17 

8 

6 

4 

2 

3 


43 

41 

37 

17 

13 

9 

4 

7 


Company  Attitudes  Toward  Education 

A ftf  42  first- line  supervisors  responded  to  a question  on  the 

tttUuL  of  their  i^nedlatc^uperlor  toward  continuing  f 
'rhirtv-ei?ht  percent  (N=16)  said  the  superior  encouraged  them,  60 
perceL  (N«25)  said  he  was  noncommittal,  and  two  percent  (N=l)  sa 

discouraged  him. 

The  attitude  of  the  company  as  perceived 

toward  participation  in  educational  and  professional  activitie 

Reported  in  the  following  table.  The  high 

company  policy  indicates  either  a lack  of  policy  or  a lack  of 

cotnniunlc  3t^lon  • 


TABLE  37 


SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N»46) 


Attend  company  training 

courses 

Attend  professional 

meetings  

Attend  seminars  or  work- 
shops away  from  the 
company. 

Hold  office  in  pro- 
fessional socieites.  . 
Enroll  for  advanced  work 
Write  technical  and 
professional  papers.  . 
Educational  leave  of 
absence 


Encourages 

Noncommittal 

Discourages 

Do  Not  Knovj 

Percent 

Percent 

Percent 

Percent 

66 

9 

0 

25 

38 

13 

0 

29 

47 

13 

6 

34 

43 

14 

0 

43 

41 

14 

6 

39 

21 

25 

0 

54 

5 

14 

5 

76 

25 


m 


Forty- two  percent  of  the  supervisors  V7ere  employed  by  companies  which 
provided  in-service  training;  47  percent  said  their  :.oinpany  did  not 
provide  it  and  11  percent  did  not  know.  Nine  percent  said  the  train- 
ing was  completely  on  company  time,  31  percent  said  it  was  partly  on 
company  time,  30  percent  said  it  was  entirely  on  the  men's  own  time, 
and  30  percent  did  not  know. 

Thirty- eight  percent  reported  that  their  company  had  an  educational 
assistance  plan;  42  percent  said  it  did  not,  and  20  percent  did  not 
know.  Forty-onn  percent  said  the  course  must  be  job-related  in  order 
to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the  17 
supervisors  who  answered  this  question,  is  shown  in  the  table  below: 


TABLE  38 

PROPORTION  OF  TUITION  PAID 


All  or  almost  all 
About  3/4.  . . . 
About  2/3.  . . . 
About  1/2.  . . . 
About  1/3.  . . . 
Less  than  1/3.  . 
Don't  know  . . . 

Total  . . . 


Number 

Supervisors 

6 

1 

0 

3 

0 

0 

7 

17 


The  16  supervisors  who  answered  the  question  reported  that  they  did 
not  know  the  maximum  amount  of  tuition  paid  by  the  company  per  year. 

When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  41  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  53  percent  said  it 
partially  influenced  them,  and  six  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors;  while  94  percent  said  that  the  avail- 
ability of  financial  aid  had  motivated  them  to  some  extent  to  under- 
take additional  education,  only  one  of  the  46  respondents  was 
actually  enrolled  and  one  was  planning  to  enroll. 


COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  FABRICATED  METAL  PRODUCTS 
WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 


The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Fabricated  Metal  Products  as  compared  with  needs  of  those  in  business  and 
industry  as  seen  in  the  total  report,  ’’Managerial  and  Supervisory  liducational 
Needs  of  Business  and  Industry  in  Pennsylvania,”  varied  a good  deal. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  ’’Should  Have” 
needs  by  50  percent  or  more  of  the  top  managers: 

’’Should  Have” 
Percent 


Working  Effectively  with  Individuals  and  Groups. 

Management  Development 

Communication  in  the  Organization.  . . 

Effective  Utilization  of  Manpower  Resources  and 

Allocation  ...» 

Human  Aspect  of  Management 
Operations  Planning  and  Control. 

Policy  Formation 

Effective  Speaking  ........  

Effective  Written  Communications  ....•••• 
Long-range  Planning  and  Forecasting  for 

Corporate  Growth  

Overall  Strategy  and  Goals  .....  * 


Fabricated 

Metal 

Total 

Products 

Report 

N=13 

N=705 

69 

* 

58 

53 

, 54 

59 

, 54 

* 

, 54 

* 

, 50 

* 

. 50 

* 

* 

50 

* 

50 

•k 

50 

50 

* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managerr  thought  that  those  they  super- 
vise  needed  the  following  subjects: 


"Subordinates* 

Needs" 

Percent 


Effective  Written  Communications  ...  

Effective  Speaking . . . . 

Working  Effectively  with  Individuals  and  Groups. 

Communication  in  the  Organization 

Effective  Reading  Skills  •••.  

Listening  Skills  «•••*  

Performance  Appnaisal  and  Counseling  Techniques. 

Management  Development  

Human  Aspect  of  Management  *....»••••• 
Improving  Decision  leaking  of  Managers.  . . . . • 


Fabricated 

Metal 

Total 

Products 

Report 

N=13 

N=705 

75 

74 

50 

67 

* 

66 

* 

65 

* 

62 

* 

62 

, * 

57 

* 

56 

* 

54 

* 

54 

* Less  than  50  percent 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Fabricated  Metal  Products  and  in  the  total  report  indicated  a "Should  Have 
need  for  the  following: 


"Should  Have" 
Percent 


Effective  Communication  in  the  Organization.  . 
Management  Development 

Working  Efficiently  with  Individuals  

Supervisory  Training  and  Employee  Development. 
Performance  Appraisal  and  Counseling  Techniques 
Listening  Skills  


Fabricated 

Metal 

Products 

Total 

Report 

N*31 

N=l,202 

. 75 

64 

. 71 

66 

. 69 

65 

. 62 

53 

. 52 

* 

* 

* Less  than  50  percent 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  were: 

’’Subordinates* 

Needs” 

Percent 


Supervisory  Training  and  Employee  Development, 
Working  Efficiently  with  Individuals  , , . . . 
Effective  Communication  in  the  Organization,  , 
Listening  Skills  * , , , . o . • 


Fabricated 

Metal 

Products 

Total 

Report 

N=31 

N=l,202 

55 

61 

52 

62 

* 

56 

* 

50 

* Less  than  50  percent 


First-Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  needed  the 
following  of  a listing  of  16  subjects: 

’’Should  Have” 
Percent 


Fundamentals  of  the  Supervisor '^s  Job  . . , * . . 

Decision  Making • 

The  Tools  and  Techniques  of  Effective  Supervision 

Communications 

Human  Aspect  of  Management  

Leadership  

Safety 

Inter-Departmental  Cooperation  

Grievance  Procedure  and  Arbitration,  ,,,,.• 


Fabricated 

Metal 

Products 

Total 

Report 

N-46 

N=l,713 

, 70 

64 

60 

54 

, 58 

55 

, 57 

n 

, 56 

53 

, 54 

57 

, 54 

* 

, 53 

* 

, 52 

* 

* Less  than  50  percent 


RECOMMENDATIONS 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first-line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educa- 
tional television.  Consideration  should  be  given  to  offering 
more  courses  using  these  three  media  to  help  meet  the  self- 
perceived  educational  needs  of  managers  and  supervisors. 


For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educa- 
tional activities  should  be  much  more  widely  disseminated  among 
middle  managers  and  first-line  supervisors.  A large  percentage 
do  not  know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors*  attitude  toward  their  further  education  was  noncom- 
mittal makes  it  necessary  for  the  company  to  take  steps  to  remedy 
this  condition. 


4.  Companies  should  help  their  managers  to  realise  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry.  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of  ob- 
taining new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service  pro- 
grams . 

7.  Companies  should  find  x^ays  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  futvxre. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1,  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS  IN 
THE  FOOD  AND  KINDRED  PRODUCTS  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.j  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are; 

1,  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  Increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2,  The  rapid  growth  of  managerial  knowledge  has  increased  the  Importance 
of  disseminating  and  applying  such  information, 

3,  Greater  emphasis  is  being  placed  on  leadership  and  motiv-^tion  in 
developing  competence  and  resourcefulness. 

4,  There  is  a need  for  greater  emphasis  on  long-range  planning, 

5,  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments, New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today’s  highly  competitive  market  Improved  efficiency 
becomes  more  important, 

6,  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad, 

7,  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  rv^sults  of 
research, 

8,  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 


SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  respon- 
ses from  274  managers  and  supervisors  from  20  companies  in  the  Food  and 
Kindred  Products  industry  in  Pennsylvania,  The  survey  utilized  three  ques- 
tionnaire forms,  one  for  each  level  of  management:  top  management,  middle 

management,  and  first-line  supervision.  Each  questionnaire  listed  courses 
in  a number  of  managerial  areas  pertinent  to  managerial  personnel.  The 
respondents  checked  one  of  three  choices:  “Should  Have,"  “Could  Use,“  and 

“Don*t  Really  Need,”  Top  and  middle  management  xjere  asked  to  indicate  the 
courses  that  represented  educational  needs  of  those  they  supervise  in  addition 
to  their  oim  needs;  this  was  not  asked  of  first-line  supervision.  Middle 
management  and  first-line  supervision  provided  information  on  their  educa- 
tional background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 


SUMMARY 


Top  Management 

Of  48  courses  listed,  five  were  checked  by  50  percent  or  more  of  top  managers 
as  “Should  Have,”  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  11  courses 
were  needed,  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  four  courses,  in  the  areas  of  general  management  and  communication,  out 
of  54  courses  listed  in  six  areas,  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  four  of  the  listed  courses,  (Page  8) 

The  educational  level  was  fairly  high,  with  37  percent  having  the  bachelor's 
degree.  Middle  managers  had  used  many  methods  of  instruction  and  sources  of 
information  for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies,  (Pages  16-20) 


* Dubin,  S,S,,  Alderman,  E,,  and  Marlow,  H,L,,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  Unii’ersity,  1967,  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1.202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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First-Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  reported  a “Should  Have 
need  for  12  out  of  16  courses,  (Page  21) 

Eleven  percent  of  the  supervisors  had  the  bachelor *s  degree.  They  had  used 
a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education, 

(Pages  22-26) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Food  and  Kindred  Products,  59  top  managers 
from  20  companies  completed  the  questionnaire.  Top  managers  were  defined  as 
“senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major 
divisions," 

Educational  Needs  Within  Areas  of  Managerial  Resnonsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of; 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  Indicated  a "Should  Have"  need  of  50 
percent  or  more  were; 

"Should  Have** 

Percent 


Communication  in  the  Organization  

Human  Aspect  of  Management 

Managerial  Motivation  

Long-range  Planning  and  Forecasting  for  Corporate 

Growth 

Effective  Written  Communications • • 


62 

55 

55 

54 

53 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses? 

’’Subordinates ' 
Needs” 
Percent 


Working  Effectively  with  Individuals  and  Groups  72 

Effective  Speaking. 

Effective  Reading  SlcHls.  • • * • • 65 

Effective  Written  Communications 63 

Communication  in  the  Organization  62 

Listening  Skills.  •••  62 

Performance  Appraisal  and  Counseling  Techniques  .......  56 

Improving  Decision  Making  of  Managers  54 

Management  Development. / 53 

Human  Aspect  of  Management.  ..»•..#••....«•«•  50 

Management  Reporting  Systems 50 


Tables  1 through  10  show  the  extent  of  the  top  managers’  needs  for  each 
subject  listed,  ranked  according  to  the  ’’Should  Have”  response.  Also 
included,  in  the  ’’Subordinates*  Needs”  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise, 

TABLE  1 

GENERAL  MANAGEMENT 
(N»59) 

“Should  Have”  ’’Subordinates' 


“Should  Have” 

and  “Could  Use” 

Needs” 

Long-range  Planning  and  Fore- 

Percent 

Percent 

Percent 

casting  for  Corporate  Growth  . 

54 

74 

27 

Management  Reporting  Systems  . , 

48 

C3 

50 

Overall  Strategy  and  Goals  . . . 
Improving  Decision  Making  of 

48 

71 

32 

Managers 

Industrial  Organization  and 

46 

85 

54 

Administration  ...  

44 

86 

35 

Policy  Formation  ........ 

Effective  Utilization  of  Man- 

42 

89 

22 

power  Resources  and  Allocation 

42 

71 

36 

Impact  of  Computer  Technology.  . 
Ethical  Considerations  in 

38 

68 

32 

Business  

Managing  Major  Change  in 

31 

64 

29 

Organizations.  ........ 

Impact  of  Government  Legislation 

29 

58 

27 

and  Controls  on  Business  . . . 
Management  of  Research  and 

20 

65 

20 

Development 

Impact  of  Science  and  Technology 

20 

50 

19 

on  Business  Management  .... 
Impact  of  Multinational  Aspects 

17 

76 

28 

of  Planning  and  Control.  . . . 

2 

10 

8 

4 


TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«58) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent 

Communication  in  the 

Organization  • 62 

Managerial  Motivation 55 

Human  Aspect  of  Management  • • • 55 

Working  Effectively  %^ith 

Individuals  and  Groups  • • , • 48 

Creativity  and  Innovation,  , , • 38 

Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management,  , « , , , 7 


TABLE  3 

COMUNICATIONS  TECHNIQUES 


(N«58) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Effective  Written  Communications  53 

72 

63 

Effective  Reading  Skills  , , 

. . 47 

75 

65 

Effective  Speaking  

. . 43 

76 

67 

Listening  Skills  

, . 43 

72 

62 

TABLE  4 

ECONOMICS 

(N=55) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

percent 

Percent 

percent 

Economic  Trends 

, . 15 

51 

11 

Comparative  Economic  Systems 

. c 7 

35 

9 

Percent  Percent 


81 

62 

91 

43 

89 

50 

88 

72 

77 

48 

40 

15 

5 


TABLE  5 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«52) 


"Should  Have"  "Subordinates* 


Survey  Course  on  Quantitative 

Methods • 

Statistical  Decision  Theory. 


Management  Development  , . . 
Performance  Appraisal  and 
Counseling  Techniques,  , , 

Incentives  . 

Personnel  Policy  Affecting 
Labor “Management  Relations 
Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting 
Employment  Practices  , , , 
Personnel  Policy  Affecting  W, 
and  Salary  Structure  . , , 


Fundamentals  of  Financial 
Reporting  and  Statement 
Analysis 

Managerial  Accounting  and 


Financial  Planning  and 


Percent 

percent 

Percent 

. . 18 

69 

16 

. . 17 

52 

21 

TABLE  6 

IONS  AND  PERSONNEL  MANAGEMENT 

(N=59) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. . 49 

90 

53 

. . 49 

83 

56 

. . 41 

84 

38 

. . 30 

70 

33 

• . 27 

66 

45 

. . 25 

65 

32 

ige 

. . 23 

55 

20 

TABLE  7 

JANCIAL  MANAGEMENT 

(N=56) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. , 37 

68 

43 

. . 34 

60 

38 

. . 32 

62 

23 

. . 31 

55 

20 

6 


TABLE  8 


MANUFACTURING  AN.O  PRODUCTION 
(N«56) 


’’Should  Have” 

’’Should  Have” 
and  ’’Could  Use” 

’’Subordinates  * 
Needs” 

Percent 

percent 

Percent 

Planning  and  Utilization  of 

Physical  Facilities 

. 39 

66 

39 

Operations  Planning  and  Control 
Operations  Research  Applied  to 

. 20 

65 

27 

Production  

. 19 

55 

25 

TABLE  9 

MARKETING 

(N=56) 

’’Should  Have” 

’’Subordinates  * 

n 

Should  Have” 

and  ’’Could  Use” 

Needs” 

Percent 

Percent 

Percent 

Pricing 

. 38 

71 

36 

Product  Planning  

. 35 

64 

33 

Marketing  Research  

. 32 

62 

38 

Logistics  Planning  

. 24 

55 

20 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

(N==53) 

’’Should  Have” 

’’Subordinates* 

ft 

Should  Rave” 

and  ’’Could  Use” 

Needs” 

Percent 

Percent 

Percent 

International  Understanding.  . 

4 

25 

9 

International  Economic  Analysis 

2 

12 

6 

( 

erJc 
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MIDDLE  MANAGEMENT 


In  the  industrial  category  of  Food  and  Kindred  Products,  86  middle  managers 
from  20  companies  completed  the  questionnaire.  Middle  managers  were  defined 
as  "personnel  assigned  to  executive  duties  in  the  area  between  senior  exec“ 
utives  and  supervisors," 

Educational  Needs  Fithin  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows : 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have','  "Could  Use,"  or  "Don*t  Really  Need."  They 
were  also  asked  to  l.idicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


"Should  Have" 
Percent 


Management  Development 68 

Working  Efficiently  with  Individuals • • 67 


Effective  Communication  in  the  Organization  . • • • 65 

Supervisory  Training  and  Employee  Development  , , , 59 

Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 

"Subordinates  * 

Needs" 

Percent 


VJorking  Efficiently  with  Individuals 60 

Effective  Communication  in  the  Organization  , , . . 58 
Supervisory  Training  and  Employee  Development  , , , 56 
Management  Development 30 


8 


) 


I ) 


The  following  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Food  and  Kindred  Products  industrial  category, 

TABLE  11 


GENERAL  MANAGEMENT 
(N=83) 


"Should  Have"  "Subordinates* 


"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

percent 

Percent 

Management  Development  , • • • • 

68 

92 

50 

'/lorking  Efficiently  with 

Individuals 

67 

94 

50 

Supervisory  Training  and 
Employee  Development  

59 

85 

56 

Ferformance  Appraisal  and 

Counseling  Techniques 

A4 

83 

44 

Criteria  and  Selection  of 

Personnel  for  Promotion,  , , , 

42 

79 

30 

Analyzing  Organizational 

Behavior  

40 

73 

25 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  , 

27 

63 

11 

Effective  Utilization  of 
Manpower  Resources  and 
Allocation  

27 

55 

25 

Impact  of  Science  and  Technology 
on  Business  Management  , , , , 

24 

59 

21 

The  Application  of  Information 
Technology  on  Decision  Mailing, 

18 

46 

9 

Impact  of  Computer  Technology,  , 

16 

40 

9 

Principles  and  Analysis  of 

Office  Systems  

15 

53 

14 

Impact  of  Government  Legislation 
and  Controls  on  Business  , , , 

14 

51 

16 

TABLE  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«78) 

"Should  Have"  "Subordinates* 
''Should  Wave"  and  "Could  Use"  Needs" 


Creativity  and  Innovation,  , • , 
Human  Aspect  of  Management  , , , 

Management  Psychology 

Understanding  Group  Interaction 

and  Behavior  

Industrial  Sociology 
Social  and  Cultural  Trends  and 
Their  Impact  on  Business 

Management 

Impact  of  Consumer  Behavior  on 
Management • • . 


Percent 

Percent 

Percent 

47 

86 

43 

42 

78 

42 

36 

83 

31 

36 

79 

44 

19 

58 

18 

19 

47 

14 

14 

49 

16 

er|c 


TABLE  13 


COMMUNICATION 

(N«80) 

'’Should  Have” 

"Should  Have”  and  "Could  Use” 
Percent  Percent 


"Subordinates* 

Needs” 

Percent 


Effective  Communication  in  the 


Organization  . 

65 

88 

58 

Effective  Reading  Skills  . • . . 

45 

78 

38 

Effective  Report  ^/iriting  .... 

44 

70 

39 

Oral  Presentation  of  Reports  , . 

41 

78 

46 

Listening  Skills  . • 

39 

81 

47 

Business  Letter  Writing,  .... 

35 

73 

35 

TABLE  14 

ECONOMICS 

(N=80) 

"Should  Have" 

"Should  Have"  and  "Could  Use” 


"Subordinates  * 
Needs" 


Percent 

Percent 

Percent 

Economics  of  Production  and 

Cost . • • 

, 34 

71 

23 

Fundamentals  of  Economics,  , , 

, 27 

56 

19 

The  Price  Mechanism 

, 26 

66 

15 

Economic  Trends,  , , 

, 21 

56 

9 

The  Economic  Systems  of  the 
United  States,  , « 

, 18 

53 

8 

Economics  of  Technology  and 
Innovation  

. 14 

40 

6 

Comparative  Economic  Systems  , 

9 

33 

12 

International  Economics,  , , , 

, 5 

18 

4 

1 ) 


er|c 
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TABLE  15 


QUALITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N*77) 

"Should  Have" 

''Should  Have"  and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Improving  Decision  Making  of 

Managers  

. 35 

75 

23 

Inventory  Management  

, 29 

60 

19 

Review  of  Basic  Mathematics,  , 

. 26 

47 

32 

Statistical  Decision  Theory,  , 

. 25 

62 

11 

Replacement  Management  .... 

. 22 

54 

10 

Applying  Program  Evaluation  and 

Review  Techniques  (PERT)  . . 

. 19 

53 

12 

Statistical  Procedures  and 

Methods 

. 17 

45 

> 

16 

Dynamic  Programming 

. 12 

29 

8 

Linear  Programming  

. 11 

39 

11 

Probability  Theory  

. 9 

29 

9 

Waiting  Lines 

4 

21 

3 

Analytic  Geometry 

. 4 

15 

8 

Matrix  Algebra  ........ 

. 4 

13 

3 

Calculus  of  Finite  Differences 

0 

13 

3 

Calculus  of  Infinite  Series.  . 

0 

12 

3 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA 

PROCESSING 

(K=71) 

"Should  Have" 

"Subordinates ' 

1 

'Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing,  , 

. 17 

32 

11 

Applying  the  Computer  to 

Problems  of  Business  and 

Management  

. 14 

36 

10 

Fundamentals  of  Programming  for 

Computer  Operations 

7 

24 

7 

Mathematics  for  Digital  Computers  4 

14 

6 

I ) 


If  the  manager’s  area  of  major  responsibility  uas  not  included  in  the  preced- 
ing six,  he  was  asked  to  complete  the  one  of  sever,  additional  areas  that  most 
closely  corresponded  to  his  special  field  of  work.  These  were; 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  shov;  the  responses  for  these  special 
fields  of  work; 


ERIC 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N“39) 


“Should  Have"  “Subordinates* 
“Should  Have“  and  “Could  Use“  Needs” 


Percent 

Percent 

Percent 

lianagement  and  Labor  Relations  . 

59 

80 

26 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
personnel  and  Promotion,  , , , 

49 

77 

31 

Maintaining  Efficient  and  Up“to- 
Date  Personnel  Records  , , , , 

45 

87 

26 

In-plant  Trair’ng 

45 

01 

42 

Job  Analysis  and  Job  Evaluation 
Methods 

45 

80 

29 

Employee  Benefit  Plans  , , , , , 

35 

64 

16 

Salary  and  Wage  Administration  , 

30 

66 

9 

Industrial  Safety  and  Medical 
Services  , , , 

29 

61 

32 

42 


TABLE  18 


FINANCIAL  MANAGEMENT 
(N=28) 


Budgets 

Managerial  Accounting 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  • • , 

New  Developments  in  Equipment 
Replacement  Policy  , , , . , 

Taxes.  . . 

Financial  Planning  and 

Forecasting 


'Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinal 

Needs" 

Percent 

Percent 

Percent 

. 48 

70 

22 

. 26 

59 

15 

. 22 

59 

11 

. 21 

50 

11 

. 14 

43 

7 

. 11 

33 

4 

TABLE  19 


O 


MANUFACTURING  AND  PRODUCTION 
(N-48) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


"Subordinates ' 
Needs" 


Percent 

Percent 

Percent 

Value  Analysis  

Production  Planning  and  Control 

47 

76 

31 

Management  . . ^ 

Methods  Analysis  and  Work 

44 

77 

25 

Simplification  

44 

71 

33 

Quality  Control 

44 

60 

27 

Maintenance  Planning  and  Control 

43 

63 

43 

Automation  

41 

71 

20 

Materials  Handling  

40 

64 

38 

Inventory  Management  

Organization  and  Management  of 

36 

76 

27 

Purchasing  Operations 

26 

54 

12 

Engineering  Economy 

18 

52 

16 

er|c 
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TABLE  20 


MARKETING 

(N=30) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Fundamentals  of  Pricing,  , , , 

• 

59 

69 

14 

Product  Planning  

57 

84 

23 

Marketing  Management  

55 

69 

10 

Marketing  Research  

54 

72 

7 

Fundamentals  of  Marketing,  , , 

• 

53 

80 

17 

Physical  Distribution  Methods, 

• 

52 

73 

14 

Packaging  Design  and  Development 

50 

63 

7 

Brand  Marketing 

46 

71 

14 

Application  of  Management 

Science  and  Computers  to 

Marketing  Problems  

28 

49 

0 

TABLE  21 

SALES  MANAGEMENT 
(N«35) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Motivating  Salesmen 

Training  of  Field  Salesmen  • , , 
Supervision  of  Field  Salesmen,  , 
Compensation  of  Field  Salesmen  , 
Selection  and  Evaluation  of  FieH 
Salesmen  


56  31  38 

48  71  42 

47  66  34 

45  63  18 

69  20 


43 


TABLE  22 


INTERNATIONAL  MANAGEMENT 
(N*18) 


"Should  Have” 

"Subordinates 

fl 

Should  Have” 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Monetary  Exchange  Problems  , , 

. 13 

13 

6 

International  Understanding,  , 

. 12 

24 

6 

International  Law , , 

British  Commonwealth,  United 

. 12 

18 

6 

Nations,  including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role 

in  World  Trade  

. 12 

18 

6 

United  States  Foreign  Economic 

Policy . 

Commercial  Policy  and  Trade 

. 12 

18 

0 

Control 

. 12 

12 

0 

International  Economic  Analysis 
Appraising  and  Developing 

. 12 

12 

0 

Foreign  Markets 

. 12 

12 

0 

Sources  of  Funds:  Financing  of 

Day-to-Day  Transactions,  , , 
International  Economic 

, 11 

17 

0 

Organizations 

. U 

11 

0 

TABLE  23 

RESEARCH  AND  DEVELOPMENT 

(H=19) 

"Should  Have" 

"Subordinates 

M 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Planning  Budgeting  and  Control 

of  Proiects 

, 26 

42 

5 

Guidelines  for  Selecting  and 
Appraising  New  Projects,  , , 
Evaluation  of  the  Research  and 

. 21 

42 

5 

Development  Programs  .... 
Supervision  and  Management  of 

. 21 

37 

5 

Research  Services 

Building  Research  and  Develop- 

.  21 

37 

0 

ment  Teams  , . 

VO 

• 

37 

5 
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Background  Information  of  Middle  Managers 


Personal,  Educational,  and  Professional  Background 


Forty~one  percent  (N=35)  of  the  86  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment,  Elghty-seven  percent  (N=74)  had  completed 
high  school,  37  percent  (N=32)  had  the  bachelor *s  degree,  and  five 
percent  (N=4)  had  the  master *s  degree.  No  one  had  the  doctorate. 
Seventeen  percent  (N~15)  went  to  business  school  and  seven  percent 
(N=*6)  went  to  trade  school  The  major  fields  of  study  for  the 
undergraduate  and  graduate  degrees  are  given  below: 

TABLE  24 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 
Bachelor’s  Master’s 


Agriculture 6 0 

Business  Administration 13  1 

Engineering 4 0 

Law 0 1 

Liberal  Arts,  5 0 

Psychology 3 0 

Other  (not  specified) 1 2 

Total 32  4 


The  major  areas  of  work  for  the  middle  managers  in  the  Food  and 
Kindred  Products  industry  are  shoxm  below: 

TABLE  25 


MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration,  ,,,,,« 

Engineering  , 

Finance  , 

Industrial  Relations,  , , , 

Maintenance  

Manufacturing  

Marketing  and  Sales  , , , , 
Production  Control  - Records 
Purchasing  and  Procurement, 
Research  and  Development,  , 
Traffic  and  Transportation, 
Other  (not  specified)  , , , 


19 

5 

2 

2 

2 

11 

22 

5 

6 
1 
6 
1 


24 

6 

2 

2 

2 

14 

28 

6 

7 

1 

7 

1 


Total 


82  100 
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Methods  of  Updating 

Fifty“seven  percent  (N®47)  of  the  middle  managers  vjould  take  a credit 
course  and  68  percent  (N®58)  would  take  a non-credit  course  If  they 
X7ere  offered  locally. 

One  manager  was  currently  enrolled  for  the  master *s  degree.  Of  those 
who  Indicated  that  they  planned  to  enroll  for  a degree,  one  was 
planning  to  enroll  for  an  associate  degree,  one  for  the  bachelor’s, 
and  four  for  the  master’s.  The  major  fields  of  study  were:  four 

In  business  administration,  one  In  education,  one  In  psychology,  and 
one  In  another  field  xjhlch  was  not  specified. 

Seventy-eight  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  belov;: 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Managers  Managers 


Don’t  have  the  time 24  37 

Not  a high  school  graduate 10  15 

Job  demands  no  more  education 8 12 

Cannot  afford  It • • • 6 9 

Not  Interested 5 7 

Live  too  far  from  educational  center 4 6 

Can  do  better  on  my  oxm 3 4 

Other  (not  specified) 7 10 

Total ^7  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  follows: 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  IJITHIN  THE  PAST  FOUR  YEARS 

(N»86) 

Number  Percent 

Managers  Managers 

Workshops  or  seminars  on  managerial  topics,  , 37  43 


Company  In-service  training  courses  27  31 

Managerial  development  within  company  « . . • 26  30 

Attendance  at  regional  or  national  meetings 

of  professional  societies  23  27 

Correspondence  courses 14  16 

Short  refresher  courses  at  colleges  or 

universities 10  12 

Workshops  or  seminars  In  liberal  arts  or 

humanities,  3 3 

High  school  courses  •••••  2 2 
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Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources ^ 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=83) 

Percent 


0) 


Discussion  with  company  personnel 

Use 

Frequently 

Average 

Use 

Use 

Very  Littl 

Do  Not 
Use 

(informal  or  formal)  ...... 

. 66 

30 

2 

0 

In-plant  reports  and  bulletins  , , 
Subordinate -superior  discussions 

. 61 

24 

3 

or  meetings 

51 

42 

1 

0 

Manufacturer's  literature 

-.  36 

35 

13 

13 

Management  journals, 

. 29 

47 

13 

5 

Business  reports  . , 

. 27 

47 

17 

8 

Scientific  and  technical  journals. 

. 24 

36 

19 

20 

Professional  society  meetings.  . . 
Technical  books,  reports. 

. 19 

21 

15 

37 

abstracts  and  indexes * 

Lectures,  conferences,  workshops, 

. 17 

34 

21 

25 

and  seminars  

. 13 

28 

34 

9 

Company  in-service  courses  .... 

. 12 

22 

8 

22 

Use  of  consultants  

College  and  university  evening 

. 8 

19 

24 

40 

courses 

. 7 

5 

9 

66 

College  and  university  day  courses 

. 0 

0 

5 

87 

) 


0) 

iH 

iH 

•H 

> 

< 

H 

2 

9 

6 

3 

6 

1 

1 

8 

3 

16 

36 

9 

13 

8 
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Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses, 

TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=86) 

Number  Percent 

Managers  Managers 


Programmed  instruction 43  50 

Correspondence  courses 35  41 

Educational  television , , , , 22  26 

Courses  recorded  on  records  .12  14 

Courses  recorded  on  tapes 11  13 

Two-way  telephone  courses • 9 10 

Two-way  radio  courses  7 8 


Company  Attitudes  Toward  Education 

Of  the  85  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toxjard  continuing  their  education,  46  percent 
(N=39)  said  the  superior  encouraged  them  and  53  percent  (N“45)  said 
the  superior  was  noncommittal.  One  percent  (N"l)  said  the  superior 
discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities, 

TABLE  30 

MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N=80) 

Encourages  Noncommittal  Discourages  Do  Not  Knox? 


Attend  company  training 

Percent 

Percent 

Percent 

Percent 

courses 

Attend  professional 

80 

9 

0 

11 

meetings  

Hold  office  in  professionj. 

70 

26 

0 

4 

societies 

57 

26 

1 

16 

Enroll  for  advanced  work  , 
Attend  seminars  or  work- 
shops away  from  the 

54 

24 

1 

21 

company • . • 

Write  technical  and  pro- 

50 

21 

7 

22 

fessional  papers  , , , , 
Educational  leave  of 

30 

27 

0 

43 

absence,  ,,,,,,,, 

9 

13 

11 

67 
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Forty-nine  percent  of  the  middle  managers  indicated  that  they  ijere 
employed  by  companies  which  provided  in-service  training;  44  percent 
were  not,  and  seven  percent  did  not  know.  Forty-four  percent  said  the 
training  was  entirely  on  company  time,  36  percent  said  it  was  partly 
on  company  time,  seven  percent  said  it  was  not  on  company  time,  and 
13  percent  did  not  know. 

Fifty-three  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Thirty-eight  percent  said  it  did  not  and  nine 
percent  did  not  know.  Forty-six  percent  said  the  course  had  to  be 
job-related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
41  managers  who  responded  to  this  question,  follows: 

TABLE  31 

% 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 

All  or  almost  all 


About  3/4 6 

About  2/3 !!!!!  0 

About  1/2 12 

About  1/3 [ 0 

Less  than  1/3 0 

Don't  know 7 

Total 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work; 

TABLE  32 

MA^ritiUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300  , , 
201  - 250  , , 
151  - 200  , , 
101  - 150  , , 
51  - 100  , , 
50  or  less  , 
Don’t  know,  , 


Number 

Managers 

. 5 

, 1 
. 0 
, 1 
, 1 
. 2 
. 0 
. 29 


Total 


39 
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When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  27  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  34 
percent  said  it  had  partially  influenced  them,  and  39  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  while  61  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
only  one  person  was  actually  enrolled  and  six  were  planning  to  enroll. 
However,  some  who  had  completed  their  educational  objectives  may  have 
been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Food  and  Kindred  Products,  129  first-line 
supervisors  from  20  companies  completed  the  questionnaire.  First-line  super- 
visors were  defined  as  ”those  whose  major  activities  have  to  do  with  super- 
visory and  foreman  activities,"  The  supervisors  responded  to  a listing  of 
16  course  titles  in  the  area  of  supervisory  responsibility.  They  provided 
information  on  their  personal,  educational,  and  professional  background, 
methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 

The  129  first-line  supervisors  in  the  category  of  Food  and  Kindred  Products 
were  asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need."  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 

"Should  Have" 

Percent 


Fundamentals  of  the  Supervisor’s  Job 

Leadership 

Communications 

Human  Aspect  of  Management 

Inter-Departmental  Cooperation 

The  Tools  and  Techniques  of  Effective  Supervision  . 

Decision  Making  

Supervisor’s  Role  in  Company  Economics,  • 

Supervisor’s  Role  in  Employee  Discipline 

Developing  the  Work  Team 

Employee  Training  

Evaluation  of  Employee  Performance 


66 

64 

59 

59 

55 

55 

54 

53 

52 

51 

50 

50 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N=125) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
No.  % No.  % 

Principles  of  Supervision 


Fundamentals  of  the  Supervisor's  Job  ... 
The  Tools  and  Techniques  of  Effective 

82 

66 

113 

91 

Supervision 

68 

55 

114 

92 

Inter-Departmental  Cooperation  

66 

55 

110 

91 

Decision  Making.  

65 

54 

110 

91 

Supervisor *s  Role  in  Company  Economics  . . 

64 

53 

106 

88 

Supervisor's  Role  in  Employee  Discipline  . 

63 

52 

104 

06 

Emplovee  Training  and  Evaluation 

Employee  Training 

51 

50 

102 

84 

Evaluation  of  Employee  Performance  .... 

60 

50 

101 

84 

Safety . . . ^ . 

60 

49 

103 

84 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  . . . 

57 

48 

95 

80 

Labor  Relations . , . . 

46 

39 

85 

72 

Labor  Relations  Legislation 

24 

20 

75 

63 

Developing  Those  We  Supervise 

Leadership  

78 

64 

110 

90 

Human  Aspect  of  Management  

73 

59 

114 

92 

Communications t . . . 

71 

59 

105 

87 

Developing  the  Work  Team  

60 

51 

97 

83 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

Forty-nine  percent  (N=62)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Sixty  percent  (N=77)  were  high  school 
graduates,  11  percent  (N®14)  had  the  bachelor *s  degree,  and  no  one 
had  the  master *s  degree  or  the  doctorate.  Nine  percent  (N=ll)  had 
gone  to  business  school  and  13  percent  (N=17)  to  trade  school.  The 
major  fields  of  degree  study  are  indicated  in  the  following  table; 
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TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number 
Bachelor *s 

Agriculture  ......  2 

Business  Administration  , . . . 

Education  1 

Other  (not  specified)  1 

Total 1^^ 

Below  is  a listing  of  the  major  areas  of  work  for  the  first-line 
supervisors  in  the  Food  and  Kindred  Products  Industry; 


TABLE  35 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Supervisors  Supervisors 


Administration 11  ^ 

Engineering 3 2 

Finance  3 2 

Industrial  Relations, 3 2 

Maintenance  . . . • 10  3 

Manufacturing 38  31 

Marketing  and  Sales 21  17 

Production  Control  - Records,  , , . , • 17  14 

Purchasing  and  Procurement . 2 2 

Service  (yard  and  labor  personnel,  etcj  9 7 

Traffic  and  Transportation 6 5 

Other  (not  specified)  •••••••••  1 1 

Total, 124  100 


Methods  of  Updating 

Forty-seven  percent  (N~57)  of  the  first-line  supervisors  would  take 
a credit  course  and  76  percent  (N®97)  would  take  a non-credit  course 
if  they  were  offered  locally. 


\ 

) 

er|c 
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Three  of  the  supervisors  \iere  currently  enrolled  for  the  bachelor’s 
degree.  Five  Tjere  planning  to  enroll,  three  for  the  associate  degree 
and  two  for  the  master's.  The  curriculum  for  those  enrolled  or 
planning  to  enroll  was;  four  in  business  administration,  two  in 
liberal  arts,  one  in  agriculture,  and  one  in  another  field  which 
was  not  specified. 

For  the  111  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated t 

TABLE  36 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 

Supervisors  Supervisors 


Don’t  have  the  time  

33 

29 

Not  a high  school  graduate,  , , , 

25 

23 

Cannot  afford  it 

21 

19 

Job  demands  no  more  education  , , 

• • 

12 

11 

Not  interested 

6 

5 

Live  too  far  from  educational  center,  , 

4 

4 

Can  do  better  on  my  own  

o 

3 

Other  (not  specified)  

7 

6 

Total,  

111 

100 

First-line  supervisors  had  used  a 
for  updating  within  the  past  four 

variety  of  educational  methods 
years. 

TABLE  37 

EDUCATIONAI.  METHODS  USED  FOR  UPDATING 

WITHIN  THE 

PAST  FOUR  YEARS 

(N*129) 


Number 

Supervisors 


Percent 

Supervisors 


Company  in-service  training  courses  , , 
Managerial  development  within  company  , 
Workshops  or  seminars  on  managerial 

topics 

Correspondence  courses 

Attendance  at  regional  or  national 
meetings  of  professional  societies,  , 
Short  refresher  courses  at  colleges 

or  universities  , , , 

Workshops  or  seminars  in  liberal 

arts  or  humanities,  , , , j c . . . « 
High  school  courses  to  improve  job 
performance  


54 

42 

48 

37 

22 

17 

20 

16 

16 

. 12 

10 

8 

4 

3 

4 

3 

The  sources  of  information  used  by  first-line  supervisors  in 
keeping  up  to  date  with  new  developments  are  shown  in  the  following 
table : 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=113) 

Percent 


Oi 


In-plant  reports  and  bulletins  , . , 

o^  Use 

Frequently 

Average 

Use 

Use  Very 
Little 

4J 

O 

* » 
0 W 

p p 
4 

Would  Use 
o If  Availab 

Discussion  with  company  personnel 
(informal  or  formal)  • • • c « • • 

55 

37 

2 

1 

5 

Subordinate -superior  discussions 
or  meetings 

44 

30 

8 

6 

4 

Manufacturer's  literature,  , , , , , 

26 

22 

22 

20 

10 

Management  journals 

22 

38 

13 

14 

13 

Business  reports  , , , , 

18 

35 

17 

26 

4 

Company  in-service  courses  

17 

27 

6 

12 

38 

Lectures,  conferences,  workshops, 
and  seminars  

16 

26 

21 

18 

19 

Scientific  and  technical  journals,  , 

14 

18 

16 

42 

10 

Use  of  consultants  ,,,,,,,,, 

12 

20 

18 

40 

10 

Technical  books,  reports^  abstracts, 
and  indexes 

11 

28 

19 

34 

8 

Professional  society  meetings,  , , , 

8 

15 

22 

50 

5 

College  and  university  day  courses  , 

1 

2 

5 

84 

8 

College  and  university  evening 
courses 

0 

9 

6 

75 

10 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation,  (Table  39) 
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TABtE  39 


PREFERENCE  FOR  MEDIA  OF  COUkSE  PRESENTATION 

(N=129) 


Number  ’’ercent 

Supervisors  Supervisors 


Correspondence  courses 82  64 

Programmed  instruction 60  47 

Educational  television 28  22 

Courses  recorded  on  records  21  16 

Courses  recorded  on  tapes 19  15 

Tvjo-way  telephone  courses 15  12 

Tv7o-way  radio  courses 6 5 

Other  (not  specified) 3 2 


Company  Attitudes  Tov/ard  Education 

A total  of  121  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  tOTjard  continuing  their  education. 
Fifty- two  percent  (N=63)  said  the  superior  encouraged  them;  48  per- 
cent (N*58)  said  he  was  noncommittal;  and  no  one  said  he  discouraged 
him. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  a lack  of  policy  or  a lack  of 
communication. 


TABLE  40 

SUPERVISORS’  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N=115) 

Encourages  Noncommittal  Discourages  Do  Not  Know 


Attend  company  training 

Percent 

Percent 

Percent 

Percent 

courses 

Attend  professional 

83 

3 

1 

13 

meetings  

62 

12 

1 

25 

Enroll  for  advanced  work  , 
Attend  seminars  or  vjork- 
shops  av7ay  from  the 

57 

12 

0 

31 

company 

Hold  office  in 

50 

13 

1 

36 

professional  societies  , 
Write  technical  and 

^:5 

0 

36 

professional  papers,  , , 
Educational  leave  of 

24 

17 

0 

59 

absence 

14 

0 

3 

76 

o 
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Fifty-two  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training j 43  percent 
said  their  company  did  not  provide  it  and  five  percent  did  not  know. 
Forty-two  percent  said  the  training  was  completely  on  company  time, 
27  percent  said  it  was  partly  on  company  time,  18  percent  said  it 
was  entirely  on  the  men’s  ovm  time,  and  13  percent  did  not  know. 

Forty-seven  percent  reported  that  their  company  had  an  educational 
assistance  plan;  43  percent  said  it  did  not,  and  ten  percent  did  not 
know.  Fifty  percent  said  the  course  must  be  job-related  in  order  to 
qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the  54 
supervisors  who  answered  this  question,  is  shown  in  the  table  below: 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all 24 

About  3/4  3 

About  2/3 0 

About  1/2 14 

About  1/3 1 

Le?s  than  1/3 0 

Don't  know 10 

Total 34 


Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors, 

TABLE  42 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Supervisors 


More  than  $300 
251  - 300  , , 

201  - 250  , , 

151  - 200  , , 

101  - 150  , , 

51  - 100  , , 

50  or  less  , 
Don’t  know,  , 


4 

1 

1 

1 

1 

1 

0 

42 


Total 


51 
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VThen  asked  vhat  the  effect  of  available  financial  assistance  was  on 
theiir  motivation  to  undertake  further  education,  3C  percent  of  the 
supervisors  said  it  strongly 'encouraged  them,  32  percent  said  it 
partially  influenced  them,  and  30  percent  said  it  had  no  effect.  The 
seeming  inconsistency  that  was  noted  for  the  middle  managers  applies 
to  the  supervisors:  while  70  percent  said  that  the  availability  of 

financial  aid  had  motivated  them  to  some  extent  to  undertake  additional 
education,  only  three  of  the  129  respondents  were  actually  enrolled 
and  five  were  planning  to  enroll, 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  FOOD  AND  KINDRED 
PRODUCTS  INDUSTRY  TOTH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  PvEPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Food  and  Kindred  Products  were  compared  with  needs  of  those  in  business 
and  industry  as  seen  in  the  total  report,  ”Managerial  and  Supervisory  Edu- 
cational Needs  of  Business  and  Industry  in  P-annsylvania."  The  results  were 
quite  similar. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 

"Should  Have" 
Percent 


Communication  in  the  Organization 

Human  Aspect  of  Management  ..  

Managerial  Motivation 

Long-range  Planning  and  Forecasting  for  Corporate 

Growth  

Effective  Written  Communications  

Management  Development  

Effective  Speaking  , 

Overall  Strategy  and  Goals  


Food  and  Total 

Kindred  Products  Report 

N=59  N=705 

. . 62  59 

, . . 55  * 

, . . 55  * 

. . . 54  50 

. . . 53  50 

. . . * 53 

. . . * 50 

. . . * 50 


* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  follovjing  subjects: 

•’Subordinates ' 
Needs” 

Percent 


Working  Effectively  with  Individuals  and  Groups, 

Effective  Speaking  

Effective  Reading  Skills  • • 

Effective  '^Jritten  Communications 

Communication  in  the  Organization 

Listening  Skills  , * * 

Performance  Appraisal  and  Counseling  Techniques, 

Improving  Decision  Making  of  Managers 

Management  Development  

Human  Aspect  of  Management  

Management  Reporting  Systems  , 


Food  and  Total 

kindred  Products  Report 


• • • 


N=59 

72 

67 

65 

63 

62 

62 

56 

54 

53 

50 

50 


N=705 

66 

67 

62 

74 

65 

62 

57 

54 

56 

54 

* 


* Less  than  50  percent 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Food  and  Kindred  Products  and  in  the  total  report  indicated  a ’’Should  Have 
need  for  the  follovjing: 


’’Should  Have” 
Percent 


Management  Development . . . . 

Working  Efficiently  with  Individuals  

Effective  Communication  in  the  Organization,  , 
Supervisory  Training  and  Employee  Development, 


Food  and 
Kindred  Products 

Total 

E.eport 

N=86 

N=1,202 

. . 68 

66 

67 

65 

. . 85 

64 

59 

53 
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Subjects  which  50  percent  or  more  oi:  the  midc'le  nanacers  thought  represented 
educational  needs  of  those  they  supervise  were: 


"Subordinates’ 

Needs" 

Percent 


Food  and  Total 

Kindred  Products  Report 
N=86  N=l,202 


Working  Efficiently  v?ith  Individuals  60  62 

Effective  Communication  in  the  Organization,  • • • • • 58  56 

Supervisory  Training  and  Employee  Development 56  61 

Management  Development  50  * 

Listening  Skills * 50 


* Less  than  50  percent 
First-Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 

"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job  

Leadership  

Communications  

Human  Aspect  of  Management  

The  Tools  and  Techniques  of  Effective  Supervision, 

Inter-Departmental  Cooperation  

Decision  Making 

Supervisor's  Role  in  Company  Economics  

Supervisor's  Role  in  Employee  Discipline  

Developing  the  Work  Team  

Employee  Training,  , , 

Evaluation  of  Employee  Performance  


Food  and 

Total 

Kindred  Products 

Report 

N=129 

N=l,713 

64 

, , 64 

57 

, . 59 

51 

, , 59 

53 

55 

55 

, . 55 

* 

, . 54 

54 

, , 53 

* 

. . 52 

* 

51 

it 

, , 50 

* 

, , 50 

* 

* Less  than  50  percent 
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RECOMMENDATIONS 

For  the  total  report,  ’'14anaserial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,”  the  xolloxjing  recommendations  wre 

made; 


For  the  University 


1.  The  need  for  additional  training  in  the  area  of  communications 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and^ 
also  for  those  supervised  by  top  and  middle  management.  The  University 
should  expand  its  programs  in  this  field  and  make  them  available  at 
locations  convenient  to  business  and  industry. 


2. 


Management  development  was  much  needed  by  both  top  and  middle  manage 
ment  and  those  they  supervise.  Ivhile  historically  the  University  has 
been  a leader  in  this  field,  its  efforts  should  be  intensified. 


3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  in  human  relations.  The  number  of  programs  in  this 
field  should  be  increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively  by 
this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  institutes  for  all  three  levels  of  management, 
and  make  them  available  at  convenient  locations, 

5.  Hien  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first-line  supervisors  said  they  would  take  courses  by 
programmed  Instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self-perceived  educational  needs  of 
managers  and  supervisors. 


For  Business  and  Industry 

1,  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors.  A large  percentage  do  not 
know  the  policy  of  their  company, 

2,  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3,  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4,  Companies  should  help  their  managers  to  realize  and  meet  the 
needs  presented  by  the  increasing  corapleKity  of  modern  business 
and  industry,  A number  of  the  subjects  which  appear  to  be  an 
intregal  part  of  modern  management  \7ere  not  perceived  as  needed 
by  the  managers  and  supervisors  who  took  part  in  this  study, 

5,  Since  the  participants  felt  that  the  most  frequent  methods  of 
obtaining  nev7  information  for  updating  was  through  discussion 
with  company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information, 

6,  Since  about  fc  jir  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service 
programs , 

7,  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world, 

8,  Greater  consideration  should  be  given  to  the  use  of  all  avail- 
able educational  media,  such  as  programmed  instruction,  correspon- 
dence courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Marxager  and  Supervisor 

1,  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future, 

2,  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1,  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  INSUR/J!^CE  COMPANIES  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1,  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  t date  and  prevent 
obsolescence,  and  must  be  a continuing  process, 

2,  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information, 

3,  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness, 

4,  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5,  Companies  must  operate  in  increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 
of  work,  and  in  today's  highly  competitive  market  improved 
efficiency  becomes  more  important. 

6,  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7,  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  re/jults  of 
research, 

8,  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 


This  report  is  a specific  sgement  of  a larger  study,*  and  is  based  on 
responses  from  128  managers  and  supervisors  from  eight  Insurance  companies 
in  Pennsylvania.  The  survey  utilized  three  questionnaire  forms,  one  for 
each  level  of  management:  top  management,  middle  management,  and  first-line 

supervision.  Each  questionnaire  listed  courses  in  a number  of  managerial 
areas  pertinent  to  managerial  personnel.  The  respondents  checked  one  of 
three  choices:  "Should  Have,"  "Could  Use,"  and  "Don’t  Really  Need."  Top 

and  middle  management  were  asked  to  indicate  the  courses  that  represented 
educational  needs  of  those  they  supervise  in  addition  to  their  own  needs; 
this  was  not  asked  of  first-line  supervision.  Middle  management  and  first- 
line  supervision  provided  information  on  their  educational  background, 
methods  of  updating,  and  company  attitudes  toward  education;  this  was  not 
asked  of  top  management. 

SUMMARY 

Top  Management 

None  of  the  48  courses  listed  was  checked  by  50  percent  or  more  of  top 
managers  as  "Should  Have."  (Page  3)  i 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  six 
courses  were  needed.  (Page  3) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  five  courses  in  the  areas  of  general  management  and  communication,  out 
of  54  courses  listed  in  six  areas.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  nine  of  the  listed  courses.  (Page  8) 

The  educational  level  was  high,  with  48  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Page  16-19) 


* Dubin,  S.S,,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey;  705  top  managers,  1,202  middle 
managers,  and  1,713  first-line  supervisors.  T\7enty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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)?irst~Llne  Sauer  vis  ion 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have 
need  for  four  out  of  16  courses,  (Page  21) 


Pif tv-four  percent  of  the  supervisors  had  the  bachelor's  degree,  showing  a 
hifflfvel  Tf  education.  They  had  used  a variety  of  methods  for  updating 
and  many  sources  of  information,  and  thought  their  companies  had  a favora 
attitude  toward  continuing  education,  (Pages  22-26) 


TOP  MANAGEMENT 

In  the  category  of  Insurance,  30  top  managers  from  eight  companies  completed 

Se  SertioLaLe.  Top  managers  vere  defined  as 

direct  an  enterprise  as  a whole  or  who  head  the  major  divisions. 

Educational  Needs  t.y-tfhin  Areas  of  Managerial  fiesponsibilitx 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of; 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects)  ^ 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects^. 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

No  course  reached  a "Should  Have"  need  of  50  percent  or  more  for  the  top 
managers.  Effective  Speaking  was  seen  as  needed  by  43  percent  and  Commun 

cation  In  the  Organization  by  41  percent. 

Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super- 
visa  need  the  following  courses; 

"Subordinates* 

Needs" 

PprrPnt 


Effective  Speaking 

Effective  Written  Communications 

Working  Effectively  with  Individuals  and  Groups  , , 
Effective  R^^ading  Skills 

Listening  Skills /!**** 

Performance  Appraisal  and  Counseling  Techniques  , , 


73 

70 

63 

60 

55 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 

GENERAL  MANAGEMENT 


(N-30) 


"Should  Have" 

"Should  Have" 
and  "Could  Use'* 

"Subordinates 

Needs" 

Policy  Formation  

Percent 

37 

Percent 

80 

Percent 

33 

Improving  Decision  Making  of 
Managers  

34 

72 

45 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  , 

31 

83 

21 

Overall  Strategy  and  Goals  , , , 

30 

87 

27 

Effective  Utilization  of  Man- 
power Resources  and  Allocation 

30 

73 

27 

Manag^^ment  Reporting  Systems  , , 

23 

53 

27 

Industrial  Organization  and 
Admii.lstration 

23 

53 

33 

Managing  Major  Change  in 

Organizations 

21 

55 

14 

Impact  of  Computer  Technology,  , 

17 

47 

20 

Ethical  Considerations  in 

Business  

13 

46 

13 

Impact  of  Government  Legislation 
and  Controls  on  Business  , , , 

13 

33 

20 

Impact  of  Science  and  Technology 
on  Business  Management  , , , , 

7 

40 

10 

Management  of  Research  and 

Development 

4 

36 

7 

Impact  of  Multinational  Aspects 
of  Planning  and  Control,  , , , 

3 

6 

0 

4 


TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N=30) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Communication  in  the 

Organization  

. . 41 

89 

48 

Working  Effectively  with 
Individuals  and  Groups  . • 

. . 33 

76 

63 

Managerial  Motivation.  . . . 

. . 30 

90 

43 

Human  Aspect  of  Management  . 

. . 30 

80 

47 

Creativity  and  Innovation.  . 

7 

43 

14 

Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 3 

44 

14 

TABLE  3 

COMMUNICATIONS  TECHNIQUES 
(N*30) 


"Should  Have" 

"Should  Have" 
and  "Could  UseJV 

"Subordinates 

Needs" 

Percent 

Percent 

percent 

Effective  Speaking  

. . 43 

76 

73 

Listening  Skills  

. . 38 

86 

55 

Effective  Reading  Skills  , , 

. . 37 

87 

60 

Effective  Written  Communications  37 

77 

70 

TABLE  4 

ECONOMICS 

(N»29) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends 

. . 3 

48 

10 

Comparative  Economic  Systems 

0 

21 

7 

5 


TABLE  5 


QUANTITiiTIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N*29) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates’ 

Needs" 

Percent 

Percent 

Percent 

Statistical  Decision  Theory, 
Survey  Course  on  Quantitative 

7 

45 

21 

Methods,  ,,,,,,,,, 

. . 7 

41 

17 

TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(H=30) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  , , , 
Performance  Axppraisal  and 

77 

37 

Counseling  Techniques,  , , 

79 

50 

Incentives  ,,,,,,,,, 

. . 31 

55 

24 

Personnel  Policy  Affecting  Ivage 

and  Salary  Structure  , , , 
Criteria  and  Selection  of 

50 

18 

Personnel,  ,„,,,,,, 

. . 21 

49 

23 

Personnel  Policy  Affecting 
Employment  Practices  , , , 
Personnel  Policy  Affecting 

. . 14 

28 

11 

Labor -Management  Relations 

. . 11 

26 

11 

TA:BLE  7 

FINANCIAL  MANAGEMENT 

(N«28) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Managerial  Accounting  and 
Budgeting,  ,.,,,,,, 
Fundamentals  of  Financial 

59 

19 

Reporting  and  Statement 
Analysis  ,,,,,,,,, 

54 

21 

Financial  Planning  and 
Forecasting,  , , , , 


Capital  Budgeting 


18 

11 


39 

25 


14 

4 


$ 


') 


TABLE  8 

MANUFACTURING  AND  PRODUCTION 
(N“25) 


"Should  Have"  "Subordinates* 
*'Sbould  Have"  and  "Could  Use"  Needs*' 


Operations  Planning  and  Control, 
Planning  and  Utilization  of 

Physical  Facilities 

Operations  Research  Applied  to 
Production  •••<>••••• 


Percent 

4 

4 

0 


Percent 

24 

21 

17 


Percent 

4 

8 

4 


TABLE  9 

MARKETING 

(N-26) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 

Marketing  Research  • • , • • • 12  47  8 

Pricing 8 21  4 

Product  Planning  • 4 36  8 

Logistics  Planning  •••••••  4 12  4 

TABLE  10 

INTERNATIONAL  MANAGEMENT 
(N«27) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Us^l*  Needs" 

percent  Percent  Percent 

International  Understanding.  . . 4 34  4 

International  Economic  Analysis,  4 16  0 


o ( 

ERIC  ■ 


V 

MIDDLE  MANAGEMENT 

In  the  category  of  Insurance,  52  middle  managers  from  eight  companies 
completed  the  questionnaire.  Middle  managers  were  defined  as  "personnel 
assigned  to  executive  duties  in  the  area  between  senior  executives  and 
supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows; 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need,"  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 

"Should  Have" 
Percent 

Management  Development . . . . 67 

Working  Efficiently  with  Individuals.  „ 65 

Supervisory  Training  and  Employee  Development  59 

Effective  Communication  in  the  Organization  58 

Performance  Appraisal  and  Counseling  Techniques  50 

Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses; 

"Subordinates’ 

Needs" 

Percent 

Working  Efficiently  with  Individuals 79 

Supervisory  Training  and  Employee  Development  71 

Business  Letter  Writing  

Effective  Communication  in  the  Organization  60 

Management  Development 58 

Listening  Skills, 

Oral  Presentation  of  Reports 54 

performance  Appraisal  and  Counseling  Techniques  52 

Effective  Reading  Skills.  , 
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The  following  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Insurance  category. 

TABLE  11 

GENERAL  MANAGEMENT 
(N»52) 


"Should  Have"  "Subordinates' 
"should  Have"  and  "Could  Use"  Needs" 


percent 

Percent 

Percent 

Management  Development  

67 

84 

58 

Working  Efficiently  with 

Individuals • . . 

65 

92 

79 

S-ipervisory  Training  and 

Employee  Development  

59 

79 

71 

Performance  Appraisal  and 

Counseling  Techniques 

50 

77 

52 

Criteria  and  Selection  of 

Personnel  for  Promotion.  . . . 

44 

79 

44 

Analyzing  Organizational 

Behavior  ...»  

30 

74 

32 

Principles  and  Analysis  of 
Office  Systems  

27 

70 

35 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 

24 

55 

20 

Effective  Utilization  of  Man- 
power Resources  and  Allocation 

18 

49 

25 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

14 

59 

18 

Impact  of  Computer  Technology.  . 

14 

51 

18 

The  Application  of  Information 
Technology  on  Decision  Making. 

12 

36 

14 

Impact  of  Science  and  Technology 
on  Business  Management  .... 

8 

45 

16 

TABLE  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N»50) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Management  Psychology 

33 

73 

35 

Human  Aspect  of  Management  . . . 

24 

72 

34 

Creativity  and  Innovation.  • . • 

22 

51 

20 

Understanding  Group  Interaction 
and  Behavior  ....••••• 

20 

71 

35 

Industrial  Sociology  ...••• 

12 

32 

8 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management 

8 

39 

' 14 

Impact  of  Consumer  Behavior  on 
Management  .....  

8 

26 

8 

TABLE  13 


COMMUNICATION 

(N-49) 


'’Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

percent 

Effective  Conanunlcation  in  the 

Organization  

91 

60 

Listening  Skills  

76 

58 

Effective  Reading  Skills  , , 

. . 33 

77 

50 

Oral  Presentation  of  Reports 

. . 33 

73 

54 

Effective  Report  Writing  , , 

. . 31 

73 

48 

Business  Letter  Writing,  , , 

74 

65 

Conference  Leadership.  , , , 

60 

19 

TABLE  14 

EC0N(»!ICS 

(N»50) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Fundamentals  of  Economics.  . 
Economics  of  Production  and 

. . 12 

39 

18 

Cost 

22 

10 

The  Price  Mechanism 

22 

2 

Economic  Trends 

The  Economic  Systems  of  the 

38 

10 

United  States.  •••... 

31 

6 

International  Economics.  . . 

16 

2 

Comparative  Economic  Systems 
Economics  of  Technology  and 

. . 2 

18 

2 

Innovation  

18 

0 

10 


TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N*49) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Improving  Decision  Making  of 

Managers  ...  

29 

52 

18 

Review  of  Basic  Mathematics,  , , 

15 

30 

25 

Replacement  Management  . • • • • 

8 

18 

8 

Statistical  Decision  Theory,  , , 

6 

39 

4 

Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  . . • 

5 

25 

2 

Inventory  Management  

4 

12 

13 

Linear  Programming  ,.••••• 

4 

6 

2 

Statistical  Procedures  and 
Methods « • • 

2 

20 

2 

Probability  Theory  , 

2 

14 

2 

Dynamic  Progr^  oaning, 

2 

10 

0 

A 

Analytic  Geometry 

2 

2 

2 

Waiting  Lines • • 

0 

8 

0 

Matrix  Algebra  • • 

0 

4 

2 

A 

Calculus  of  Infinite  Series,  , , 

0 

4 

0 

Calculus  of  Finite  Differences  , 

0 

2 

0 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 


(N=50) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

percent 

Data  Systems  and  Processing, 
Applying  the  Computer  to 

. . 12 

60 

14 

Problems  of  Business  and 
Management  ,,,••••• 

. . 8 

55 

10 

Fundamentals  of  Programming  for 

21 

Computer  Operations,  , , , 
Mathematics  for  Digital 

. . 2 

4 

15 

Computers 

. . 2 

0 

If  the  manager's  area  of  major  responsltility  was  not  included  in  the  preced- 
ing six,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were; 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work'j 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«23) 


"Should  Have" 


"Subordinates 

Needs" 


Recruiting , Interviewing , 
Selection,  Assessment  of 
Personnel  and  Promotion,  • • . 

In-plant  Training 

Salary  and  Wage  Administration  , 
Job  Analysis  and  Job  Evaluation 

Methods 

Maintaining  Efficient  and  Up* 
To-Date  Personnel  Records,  . , 
Employee  Benefit  Plans  , • • • < 
Industrial  Safety  and  Medical 

Services • . 

Management  and  Labor  Relations 


percent 

percent 

Percent 

48 

91 

43 

29 

50 

29 

27 

47 

33 

21 

50 

36 

21 

22 

21 

20 

40 

27 

7 

21 

7 

7 

21 

0 

12 


TABLE  18 


FINANCIAL,  MANAGEMENT 
(N»13) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Fundamentals  of  Financial 
Reporting  and  Statement 

Percent 

Percent 

Percent 

Analysis  

, . 50 

50 

8 

Taxes.  

, . 38 

46 

8 

Budgets.  . , 

, . 25 

42 

25 

Managerial  Accounting 

Financial  Planning  and 

, . 23 

46 

15 

Forecasting 

New  Developments  in  Equipment 

, . 8 

25 

0 

Replacement  Policy  

. . 0 

36 

0 

TABLE  19 

MANUFACTURING  AND  PRODUCTION 
(N*10) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

percent 

Percent 

Methods  Analysis  and  Work 

Simplification  

30 

50 

0 

Quality  Control 

14 

14 

0 

Organization  and  Management  of 
Purchasing  Operations 

0 

25 

13 

Value  Analysis  

0 

17 

17 

Materials  Handling  

0 

14 

0 

No  need  was  indicated  by  middle  managers  for  themselves  or  those  they 
supervise  for  any  of  the  other  courses. 


0 


13 


TABLE  20 


MARKETING 

(N»10) 


"Should  Have"  "Subordinates' 

^Should  Have"  and  "Could  Use'»  Needs^ 

Percent  percent  Percent 


Fundamentals  of  Marketing,  . . . 
Application  of  Management 
Science  and  Computers  to 
Marketing  Problems  ...... 

Physical  Distribution  Methods,  . 

Marketing  Management  

Product  Planning  

Marketing  Research  

Fundamentals  of  Pricing.  . . • . 
Packaging  Design  and  Development 
Brand  Marketing 


AO 


33 

33 

30 

20 

20 

10 

0 

0 


50 


10 


33 

33 

50 

50 

AO 

20 

33 

30 


0 

0 

0 

10 

10 

0 

0 

0 


TABLE  21 


SALES  MANAGEMENT 
(N=17) 


tl 


Motivating  Salesmen.  ..... 
Supervision  of  Field  Salesmen. 
Selection  and  Evaluation  of 

Field  Salesmen . 

Training  of  Field  Salesmen  . . 
Compensation  of  Field  Salesmen 


.Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Tweeds" 

Percent 

Percent 

Percent 

. 59 

77 

A1 

. 53 

77 

29 

. 50 

81 

38 

. A7 

82 

A1 

. 2A 

AE 

2A 

I 


lA 


ll 


A 


er|c 


TABLE  22 

INTERNATIONAL  MANAGEMENT 
(N*6) 


’•Should  Have” 

^Should  Have”  and  ’’Could  Use^ 


United  States  Foreign  Economic  Policy 

Monetary  Exchange  Problems  ••• 

Sources  of  Funds:  Financing  of  Day-to-Day 

Transactions  

International  Economic  Organizations  ^ 

British  Commonwealth,  United  Nations,  including 
International  Monetary  Fund  and  World  Bank 
and  Their  Role  in  World  Trade 

Middle  managers  indicated  no  need  on  the  part  of  those  they  supervise  for 
any  of  the  courses, 

TABLE  23 

RESEARCH  AND  DEVELOPMENT 
(N*12) 


Percent 

Percent 

20 

20 

0 

20 

0 

20 

0 

17 

0 

17 

"Should  Have” 


"Should  Have"  "Subordinates* 
And  "Could  Use"  Needs" 


Evaluation  of  the  Research  and 
Development  Programs  • • • • 
Supervision  and  Management  of 
Research  Services.  • • • • • 
Building  Research  and 

Development  Teams 

Guidelines  for  Selecting  and 
Appraising  New  Projects,  , , 
Planning  Budgeting  and  Control 
of  Projects 


Percent 

Percent 

Percent 

17 

17 

0 

14 

43 

14 

14 

28 

0 

14  . 

14 

0 

13 

38 

13 

15 


Background  Informatl»Jti  b'f  Managers 


Personal,  Educational,  and  Professional  Background 

Forty-one  percent  (N*21)  of  the  52  middle  managers  were  AO  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment.  Ninety-two  percent  (N®A8)  had  completed  high 
school,  A8  percent  (N*25)  had  the  bachelor's  degree,  and  15  percent 
(N*8)  had  the  master's  degree.  One  person  had  the  doctorate  in  a 
field  which  was  not  specified.  Thirteen  percent  (N“7)  went  to 
business  school.  The  major  fields  of  study  for  the  undergraduate  and 
graduate  degrees  are  given  below: 

TABLE  2A 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Architecture 1 0 

Business  Administration 7 2 

Engineering 3 ^ 

Law 0 4 

Liberal  Arts 8 0 

Mineral  Industries  1 8 

Psychology 2 0 

Other  (not  specified) 3 2 

Total 25  8 


The  major  areas  of  work  for  the  middle  managers  in  Insurance  are 
shown  below: 


TABLE  25 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration 27  52 

Finance • • • 5 10 

Industrial  Relations  1 2 

Manufacturing 1 2 

Marketing  and  Sales 6 12 

Production  Control  Records 2 4 

Purchasing  and  Procurement 2 4 

Research  and  Development 1 2 

Other  (not  specified),  , , 8 12 

Total  , , , 51  100 
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Methods  of  Updating 


Forty-two  percent  (N=21)  of  the  middle  managers  would  take  a credit 
course  and  60  percent  (N=*31)  would  take  a non-credit  course  if  they 
were  offered  locally. 

One  manager  was  currently  enrolled  for  the  bachelor's  degree  in 
business  administration.  No  one  was  planning  to  enroll. 

Eighty-eight  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Managers  Managers 


Don't  have  the  time 13  28 

Job  demands  no  more  education 10  22 

Not  Interested 6 

Can  do  better  on  my  own.  3 7 

Live  too  far  from  educational  center  ....  1 2 

Cannot  afford  it 1 2 

Not  a high  school  graduate  1 2 

Other  (not  specified) 11  24 

Total 46  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  foUows: 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N=»52) 


Attendance  at  regional  or  national  meetings 

of  professional  societies 

Workshops  or  seminars  on  managerial  topics  . 

Company  in-service  training  courses 

Managerial  development  within  company.  . . . 
Short  refresher  courses  at  colleges  or 

universities  

Correspondence  courses . . • 

Workshops  or  seminars  in  liberal  arts  or 

humanities  

Television  courses . . . 


Number 

Percent 

Managers 

Managers 

30 

58 

26 

50 

20 

38 

16 

31 

8 

15 

5 

10 

3 

1 


6 

2 


Many  sources  of  information  mbtq  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources. 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*51) 


Percent 


Discussion  with  company  personnel 

Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

Would  Use 
If  Availabl 

(informal  or  formal)  

75 

25 

0 

0 

0 

In-plant  reports  and  bulletins  , , 
Subordinate -superior  discussions 

64 

24 

6 

4 

2 

or  meetings * 

60 

34 

6 

0 

0 

Business  reports  

39 

37 

22 

2 

0 

Management  journals, 

Lectures,  conferences,  workshops 

27 

45 

20 

4 

4 

and  seminars  • , 

Technical  books,  reports, 

25 

51 

18 

4 

2 

abstracts  and  indexes 

18 

48 

18 

16 

0 

Company  in-service  courses  , , , . 

18 

28 

20 

24 

10 

Scientific  and  technical  journals. 

12 

42 

14 

32 

0 

Manufacturer’s  literature 

8 

17 

19 

56 

0 

Use  of  consultants  

6 

8 

18 

68 

0 

Professional  society  meetings.  . . 
College  and  university  evening 

4 

44 

24 

24 

4 

courses 

2 

4 

8 

80 

6 

College  and  university  day  courses 

0 

2 

0 

98 

0 

18 


If  Available 


Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses,  (Table  29) 


TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=52) 


Correspondence  courses  . . . 
Programmed  instruction  . . . 
Educational  television  . . . 
Courses  recorded  on  records. 
Courses  recorded  on  tapes.  . 


Number 

Percent 

Managers 

Managers 

18 

35 

17 

33 

13 

25 

6 

12 

5 

10 

No  managers  reported  a preference  for  two-way  radio  courses  or 
two-way  telephone  courses. 


Company  Attitudes  Toward  Education 

Of  the  51  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  their  education,  49  percent 
(N=25)  said  the  superior  encouraged  them  and  51  percent  (N*26)  said 
the  superior  was  nonconciki'Ctal.  No  one  said  the  superior  discouraged 

him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities  as  follows: 


TABLE  30 


MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N*49) 


Attend  company  training 

courses 

Attend  professional 

meetings  

Hold  office  in  profes- 
sional societies  . . . 
Attend  seminars  or  work- 
shops away  from  the 

company 

Enroll  for  advanced  work 
Write  technical  and 
professional  papers,  , 
Educational  leave  of 
absence . 


Encourages 

Percent 

. 96 

. 90 

. 86 

. 78 

. 68 

. 48 

6 


Noncommittal 

Percent 

4 

6 

10 

12 

18 

28 

10 


Discourages. 

Percent 

0 

4 

2 

2 

0 

0 

27 


po  Not  Know 
Percent 

0 

0 

2 

8 

14 

24 

57 


S6v6nty“S6v6ti  pfircsnt  of  tho  loiddlo  tnanagsrs  indicatod  that  thay  vjara 
employed  by  companies  which  provided  in-service  training,  and  23  per- 
cent were  not.  Forty- two  percent  said  the  training  was  entirely  on 
company  time,  54  percent  said  it  was  partly  on  company  time,  two  per- 
cent said  it  was  not  on  company  time,  and  two  pereent  did  not  know. 

Eighty-one  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Seventeen  percent  said  it  did  not  and  two  percent 
did  not  know.  Sixty-five  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the  37 
managers  who  responded  to  this  question  follows* 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all,. 

About  3/4 

About  2/3 

About  l/2 

About  1/3 

Less  than  1/3.  . . 
Don't  know  . . . . 


7 

10 

2 

12 

0 

2 

4 


Total 37 

The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work; 

TABLE  32 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 

More  than  $300 
251  - 300.  . . 

201  - 250.  . . 

151  - 200.  . . 

101  - 150.  . . 

51  - 100.  . . 

50  or  less.  . 

Don’t  know  . . 

Total 


1 

17 

0 

0 

0 

0 

1 

16 


20 


When  asked  about  the  effect  of  available  company  educational 
assistance  in  motivating  them  to  undertake  further  education,  five 
percent  of  the  middle  managers  said  it  had  strongly  encouraged  them, 

11  percent  said  it  had  partially  influenced  them,  and  84  percent 
said  it  had  no  effect.  However,  some  who  had  completed  their 
educational  objectives  may  have  been  so  motivated  at  the  time  they 
were  enrolled, 

FIRST-LINE  SUPERVISION 

In  the  category  of  Insurance,  46  first-line  supervisors  from  eight  companies 
completed  the  questionnaire.  First-line  supervisors  were  defined  as  "those 
whose  major  activities  have  to  do  with  supervisory  and  foreman  activities. 
The  supervisors  responded  to  a listing  of  16  course  titles  in  the  area  of 
supervisory  responsibility.  They  provided  information  on  their  personal, 
educational,  and  professional  background,  methods  of  updating,  and  company 
attitudes  toward  education. 

Educational  Needs 

The  46  first-line  supervisors  in  the  category  of  Insurance  were  asked  to 
indicate  which  of  the  16  courses  listed  in  the  questionnaire  they  "Should 
Have,"  "Could  Use,"  or"l)on’t  Really  Need."  The  following  courses  were 
rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors; 


"Should  Have" 
Percent 


Communications.  .,..•••••  

Fundamentals  of  the  Supervisor's  Job 

The  Tools  and  Techniques  of  Effective  Supervision 
Human  Aspect  of  Management 


60 

56 

51 

51 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 


TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N»45) 


Principles  of  Supervision 

Fundamentals  of  the  Supervisor *s  Job  • • • 
The  Tools  and  Techniques  of  Effective 

Supervision • • . 

Inter -Departmental  Cooperation  

Decision  Making.  . . • 

Supervisor's  Role  in  Employee  Discipline  . 
Supervisor's  Role  in  Company  Economics  . . 

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  . . . . 

Employee  Training 

Safety  

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  . . . 

Labor  Relations  Legislation 

Labor  Relations 

Developing  Those  We  Supervise 

Conmunications  ...  

Human  Aspect  of  Management 

Leadership  

Developing  the  VJork  Team 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


No.  % No.  % 


25 

56 

36 

80 

23 

51 

36 

80 

20 

44 

36 

80 

19 

42 

35 

78 

17 

38 

36 

80 

17 

38 

36 

80 

21 

47 

35 

78 

13 

30 

30 

69 

1 

2 

6 

13 

1 

2 

9 

20 

1 

2 

1 

2 

0 

0 

1 

2 

27 

60 

38 

84 

23 

51 

36 

80 

21 

47 

35 

78 

16 

36 

28 

63 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Sixty-five  percent  (N“30)  of  the  first- line  supervisors  were  40  years 
of  age  or  younger.  Eighty-nine  percent  (N=41)  were  high  school  grad- 
uates, 54  percent  (N*?,5)  had  the  bachelor's  degree,  and  four  percent 
(N*2)  had  the  master's, degree;  no  one  had  the  doctorate.  Twenty  per- 
cent (N=9)  had  gone  to  business  school.  The  major  fields  of  study 
are  indicated  in  the  following  table; 
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TABLE  34 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor’s  Mas ter !s 


Architecture  • • • • • 
Business  Administration 
Liberal  Arts  • • • « # 

Psychology  

Other  (not  specified). 


0 

2 

0 

0 

0 


Total . . 

Below  is  a listing  of  the  major  areas  of  work  for  the  first-line 
supervisors  in  Insurance; 


TABLE  35 

MAJOB.  AREAS  OF  WORK 

Number  Percent 

Stioerviaors  Supervisors 


Administration  

Finance 

Marketing  and  Sales.  , 

Production  Control  — Records 

Purchasing  and  Procurement  

Research  and  Development 

Service  (yard  and  labor  personnel,  etc.) 
Other  (not  specified),  • • * 


59 

11 

11 

2 

2 

2 

2 

11 


Total 


46 


100 
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Methods  of  Updating 


Fifty-three  percent  (N“24)  of  the  first-line  supervisors  would  take  a 
credit  course  and  61  percent  (N®28)  would  take  a non-credit  course  if 
they  were  offered  locally. 

One  of  the  supervisors  was  currently  enrolled  for  the  bachelor’s 
degree  and  one  was  planning  to  enroll  for  the  master's  degree.  The 
major  field  of  both  was  liberal  arts. 

For  the  38  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated: 

TABLE  36 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Don't  have  the  time,  , , , 16  41 

Job  demands  no  more  education 6 16 

Cannot  afford  it  , 4 11 

Not  interested  , 4 11 

Live  too  far  from  educational  center  • , 3 8 

Other  (not  specified) 5 13 

Total 38  100 


First-line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years, 

TABLE  37 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 


(N=46) 

Number 

Percent 

Supervisors 

Supervisors 

Company  in-service  training  courses,  , 

. 23 

50 

Managerial  development  within  company. 

, 16 

35 

Workshops  or  seminars  on  managerial 
topics  

, 15 

33 

Correspondence  courses  , . 

, 12 

26 

Attendance  at  regional  or  national 
meetings  of  professional  societies  , 

, 10 

22 

Short  refresher  courses  at  colleges 
or  universities 

, 5 

11 

Workshops  or  seminars  in  liberal  arts 
or  humanities «,,,,«, 

, 3 

6 

The  sources  of  information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table; 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*44) 


Percent 


Discussion  with  company  personnel 

Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Available 

(informal  or  formal)  

63 

30 

7 

0 

0 

In-plant  reports  and  bulletins  . . 
Subordinate-superior  discussions 

49 

41 

0 

5 

5 

or  meetings 

45 

44 

7 

2 

2 

Business  reports  

33 

40 

17 

10 

0 

Management  journals 

Technical  books,  reports. 

24 

40 

22 

12 

2 

abstracts,  and  indexes  

Lectures,  conferences,  workshops, 

22 

29 

27 

15 

7 

and  seminars  

20 

46 

22 

10 

2 

Company  in-service  courses  .... 

18 

33 

10 

26 

13 

Use  of  consultants  . . . . c • • • 

18 

21 

8 

48 

5 

Scientific  and  technical  journals. 

16 

24 

31 

24 

5 

Professional  society  meetings.  . . 

13 

20 

13 

44 

10 

Manufacturer’s  literature 

College  and  university  evening 

8 

8 

18 

63 

3 

courses 

8 

5 

8 

64 

15 

College  and  university  day  courses 

0 

3 

3 

81 

13 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  r>edia  of  course  presentation. 


TABLE  39 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«46) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  * . 22 

Programmed  instruction  • 20 

Educational  television  IS 

Courses  recorded  on  tapes.  .......  10 

Courses  recorded  on  records 9 

Two-way  telephone  courses.  .......  6 

Txjo-way  radio  courses 3 

Other  (not  specified) 1 


48 

43 

39 

22 

20 

13 

7 

2 


Company  Attitudes  Toward  Education 

A total  of  43  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education. 
Forty-seven  percent  (N“20)  said  the  superior  encouraged  them;  49  per- 
cent (N«21)  said  he  was  noncommittal,  and  four  percent  <H*2)  said  he 
discouraged  them. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  Table  40.  The  high  percent  who  did  not  know  company 
policy  indicates  either  a lack  of  policy  or  a lack  of  communication. 

TABLE  40 


SUPERVISORS’  PERCEPTION  CF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOIMENT 

(N»42) 


( ' ) 


Attend  company  training 

courses 

Hold  office  in  profes- 
sional societies  . . . 
Attend  professional 

meetings  

Enroll  for  advanced  work 
Attend  seminars  or  work- 
shops away  from  the 

company 

Write  technical  and 
professional  papers.  . 
Educational  leave  of 
absence . 


Encouraees 

Noncommittal 

piscouraees 

Percent 

Percent 

Percent 

Perce 

. 97 

3 

0 

0 

. 70 

15 

5 

10 

. 69 

18 

5 

8 

. 59 

35 

3 

3 

. 47 

27 

8 

18 

. 32 

34 

5 

29 

7 

12 

29 

52 

26 


Seventytwo  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  26  percent 
said  their  company  did  not  provide  it  and  two  percent  did  not  know. 
Thirty-five  percent  said  the  training  was  completely  on  company  time 
49  percent  said  it  was  partly  on  company  time,  11  percent  said  it 
was  entirely  on  the  men's  own  time,  and  five  percent  did  not  know. 

Fifty-six  percent  reported  that  their  company  had  an  educational 
assistance  plan;  37  percent  said  it  did  not,  and  seven  percent  did 
not  know.  Thirty-two  percent  said  the  course  must  be  job-related 
in  order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  the 
21  supervisors  who  answered  this  question,  is  shown  in  the  table 

below: 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Sunervisors 

All  or  almost  all • ^ 

About  3/4 ^ 

About  2/3 ^ 

About  1/2 ^ 

Less  than  1/3 ^ 

Don't  know, ® 

Total 

Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 

TABLE  42 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300  . . 

201  - 250  . . 

151  - 200  . . 

101  - 150  . . 

51  - 100  . . 

50  or  less  , 
Don't  know.  , 


Number 

Supervisors 

. 1 
. 1 

. 0 

. 1 

. 0 

, . 0 

, . 0 

. . 18 


Total 


21 


asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  nine  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  26  percent  said  it 
partially  Influenced  them,  and  65  percent  said  it  had  no  effect. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  INSURANCE  COMPANIES 
WITH  THOSE  OF  FANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT. 

The  educational  needs  of  managers  and  supervisors  in  the  category  of 
Insurance  were  compared  with  needs  of  those  in  business  and  industry  as 
seen  in  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania."  The  results  were  quite  similar, 
with  the  exception  of  the  educational  needs  of  toj  management  and  those 
supervised  by  middle  management. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers. 

"Should  Have" 
Percent 


Insurance 

N«30 

Communication  in  the  Organization.  . * 

Management  Development 

Long'*range  Planning  and  Forecasting  for  ^ 

Corporate  Growth  ^ 

Effective  Speaking  • 

Effective  Written  Communications  ^ 

Overall  Strategy  and  Goals  .... 

* Less  than  50  percent 


Total 

Report 

N“705 

59 

53 

50 

50 

50 

50 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects; 

’’Subordinates ' 
Needs” 
Percent 


Effective  Speaking . . . . 

Effective  VIritten  Communications 

Working  Effectively  with  Individuals  and  Groups,  . . . 

Effective  Reading  Skills  

Listening  Skills  

Performance  Appraisal  and  Counseling  Techniques,  , , , 

Communication  in  the  Organization 

Management  Development  * 

Human  Aspect  of  Management 

Improving  Decision  Making  of  Managers 

* Less  than  50  percent 


Insurance 

Total 

Reoort 

N=30 

N*705 

73 

67 

70 

74 

63 

66 

60 

62 

55 

62 

50 

57 

•k 

65 

•k 

56 

* 

54 

•k 

54 

Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Insurance  and  in  the  total  report  indicated  a "Should  Have  need  for  the 
following: 


^Should  Have” 
percent 


Management  Development 

Working  Efficiently  with  Individuals  

Supervisory  Training  and  Employee  Development, 
Effective  Communication  in  the  Organization,  , 
Performance  Appraisal  and  Counseling  Techniques 


Insurance 

Total 

Reoort 

N®52 

N=l,202 

. 67 

66 

. 65 

65 

. 59 

53 

. 58 

64 

. 50 

* 

* 


Less  than  50  percent 


Subjects  vhich  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  were; 


’’Subordinates* 

Weeds” 

Percent 


Total 

Insurance  Report 

N“52  N*1,202 


Working  Efficiently  with  Individuals  

Supervisory  Training  and  Employee  Development*  

Business  Letter  Writing 

Effective  Communication  in  the  Organization,  

Listening  Skills * . . . * • 

Management  Development  . 

Oral  Presentation  of  Reports  

Performance  Appraisal  and  Counseling  Techniques 

Effective  Reading  Skills  


79 

71 

65 

60 

58 

58 

54 

52 

50 


62 

61 

* 

56 

50 

ic 

* 

* 

* 


* Less  than  50  percent 


Tirat’Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  ’’Should  Have 
the  following  of  a listing  of  16  subjects; 

’’Should  Have” 
Percent 




Fundamentals  of  the  Supervisor's  Job  

The  Tools  and  Techniques  of  Effective  Supervision,  • • 

Human  Aspect  of  Management  

Leadership . . . 

Decision  Making 

* Less  than  50  percent 


Insurance 

Total 

Report 

N*46 

N»l,713 

60 

51 

56 

64 

51 

55 

51 

53 

* 

57  ' 

* 

54 

30 


BBCOMMENIATIONS 


For  the  total  report,  "Manaijerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,”  the  following  recommendations 

were  made: 

For  the  IJniversitv 

1.  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  V5hile  historically  the 
University  has  been  a leader  in  this  field,  its  efrorts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  institutes  for  all  three  levels  of  man 
agement,  and  make  them  available  at  convenient  locations. 

5.  I'?hen  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first- line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more 
courses  using  these  three  media  to  help  meet  the  self -perceived 
educational  needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in 
educational  activities  should  be  much  more  widely  disseminated 
among  middle  managers  and  first-line  supervisors,  A large 
percentage  do  not  know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3 The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


4.  Companies  should  help  their  managers  to  realize  and  meet  the 
needs  presented  by  the  increasing  complexity  of  modern  business 
and  industry.  A number  of  the  subjects  which  appear  to  be  an 
integral  part  of  modern  management  were  not  perceived  as  needed 
by  the  managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  ur’ating  was  through  discussion 
with  company  personnel,  the  company  should  be  aware  of  the 
great  potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service 
programs . 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world, 

8.  Greater  consideration  should  be  given  to  the  use  of  all  avail 

able  educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1,  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Protessional  Associations 

Professional  associations  should  assist  the  companies  in 
encouraging  more  educational  activities  by  sponsoring  work 
shops  and  meetings,  subsidizing  training  activities,  and  aid 
in  the  dissemination  of  Information  to  prevent  technological 
and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPAR'IMENT  OF  PLANKING  STUDIES 

’’Educational  Needs  o£  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania”  1968  ($2.00) 

’’Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania”  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania”  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania”  ($1.0C  each): 

M-63  Banks 

M“64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M-67  Electrical  Machinery 

M~68  Fabricated  Metal  Products 

M-69  Food  and  Kindred  Products 

M-70  Insurance 

■ M-71  Machinery  (Except  Electrical) 

M"72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,' Textiles,  and  Leather 

’’Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($5.0.0) 

’’Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($3.5C) 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each): 

Engineering  Fields: 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 

E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

E-15  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

E-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E-24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 

"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 

Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 


H“54  Hospital  Administrators 

H-55  Nursing  Service  and  Nursing  Education 


H-56  Supervisory  Personnel  in 
H-57  Supervisory  Personnel  in 
Department 

H-58  Supervisory  Personnel  in 
Department 

H-59  Supervisory  Personnel  in 
H-60  Supervisory  Personnel  in 
H"61  Personnel  Directors 
H-62  Supervisory  Personnel  in 
tories 


the  Dietary  Department 

the  Engineering  and  Maintenance 

the  Business  Office  and  Purchasing 

the  Medical  Records  Department 
the  Institutional  Care  Departments 

the  Clinical  and  Radiology  Labora- 


The  above  publications  may  be 
purchased  from: 

Continuing  Education  Business  Office 
J.  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from: 

Department  of  Planning  Studies 
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MAHAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  MACHINERY  (EXCEPT  ELECTRICAL)  INDUSTRY  IN  PENNSYLVANIA 


o 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today*  There  are  a number  of  conditions  facing  business  and 
Industry  vhlch  Indicate  the  need  for  this  study*  Among  them  are; 

1*  There  is  a significant  increase  in  managerial  positions  and  a 

resulting  increase  in  the  need  for  managerial  education  and  training* 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  vork  force*  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2*  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information* 

3*  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness* 

4*  There  is  a need  for  greater  emphasis  on  long“range  planning* 

5*  Companies  must  operate  in  increasingly  complex  and  competitive 
environments*  New  skills  and  abilities  are  needed  for  new  types 
of  work,  and  in  today’s  highly  competitive  market  Improved  efficiency 
becomes  more  important* 

6*  Greater  emphasis  is  being  placed  on  international  management*  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad* 

7*  Scientific  research  and  development  are  necessities  for  business 
growth*  The  manager  must  know  how  to  make  use  of  the  results  of 

research* 

8*  Computer  operations  and  data  processing  are  expanding*  Computer 
techniques  are  far  in  advance  of  their  application  by  managers* 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs* 


( ) 


er|c 


1 


SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on 
responses  from  231  managers  and  supervisors  from  15  companies  in  the 
Machinery  (Except  Electrical)  industry  in  Pennsylvania.  The  survey  utilized 
three  questionnaire  forms,  one  for  each  level  of  management:  top  aianagement, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel^. 

The  respondents  checked  one  of  three  choices:  "Should  Have,  * Could  Use, 

and  "Don*t  Really  Need."  Top  and  middle  management  vere  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first-line  supervision. 
Middle  management  and  first-line  supervision  provided  Information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  12  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have,"  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  ten  courses 
were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have  need 
for  three  courses  in  the  areas  of  general  management  and  communication,  out 
of  54  courses  listed  in  six  areas.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  two  of  the  listed  courses.  (Page  8) 

The  educational  level  was  good,  with  48  percent  having  the  bachelor *s  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  Infor 
mation  for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  15-18) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L. , "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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Flrst*Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a ’’Should  Have 
need  for  11  out  of  16  courses,  (Page  20) 

Seventeen  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education, 

(Pages  21-25) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Machinery  (Except  Electrical) , 42  top  managers 
from  15  companies  completed  the  questionnaire.  Top  managers  were  defined  as 
’’senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major 

divisions,” 

* 

EducationAl  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  In  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a ’’Should  Have  ’ need  of  50 
percent  or  more  were; 


”Should  Have” 
Percent 


Communication  in  the  Organization  

Management  Development 

Performance  Appraisal  and  Ccunsellng  Techniques  , , 

Effective  Speaking 

Overall  Strategy  and  Goals 

Improving  Decision  Making  of  Managers  

Working  Effectively  with  Individuals  and  Groups  , , 

Managerial  Motivation  • 

Long-range  Planning  and  Forecasting  for 

Corporate  Growth • • • 

Industrial  Organization  and  Administration 

Listening  Skills 

Effective  Written  Communications 


60 

60 

58 

56 

54 

54 

53 

53 

51 

50 

50 

50 


Fifty  percent  or  more  of  the  top  managers  Indicated  that  those  they 
supervise  needed  the  follo\7lng  courses; 

"Subordinates  * 
Needs" 
Percent 


Communication  in  the  Organization 68 

Effective  Written  Communications 64 

Effective  Reading  Skills 63 

Management  Development 63 

Listening  Skills 60 

Performance  Appraisal  and  Counseling  Technii7ues  . . 60 

Human  Aspect  of  Management 56 

Working  Effectively  \iith  Individuals  and  Groups  . . 55 

Improving  Decision  Making  of  Managers 54 

Effective  Speaking 54 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated  by 
top  management  as  being  needed  by  those  they  supervise. 

TABLE  1 

GENERAL  MmGSMENT 
(N-41) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Improving  Decision  Making  of 

Percent 

Percent 

Percent 

Managers  . 

54 

88 

54 

Overall  St«.ategy  and  Goals  . . . 
Long-range  Planning  and  Fore- 

54 

82 

31 

casting  for  Corporate  Growth  . 
Industrial  Organization  and 

51 

75 

24 

Administration  

Effective  Utilization  of  Man- 

50 

&3 

38 

povjer  Resources  and  Allocation 

48 

76 

35 

Management  Reporting  Systems  . . 

46 

74 

33 

Impact  of  Computer  Technology,  . 

45 

83 

30 

Policy  Formation  « 

Impact  of  Science  and  Technology 

35 

75 

30 

on  Business  Management  • • . . 
Managing  Major  Change  in 

33 

73 

10 

Organizations 

Ethical  Considerations  in 

33 

69 

18 

Business 

Management  of  Research  and 

33 

59 

33 

Development 

Impact  of  Government  Legislation 

31 

52 

26 

and  Controls  on  Business  . , . 
Impact  of  Multinational  Aspects 

21 

59 

8 

of  Planning  and  Control.  . , , 

10 

30 

5 

TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N-60) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Usej*  Needs" 


Percent 


Percent 


Percent 


Communication  in  the 

Organization  . • • r • • « • • 60 

Working  Effectively  with 

Individuals  and  Groups  • • • • 53 

Managerial  Motivation 53 

Human  Aspect  of  Management  • • . 49 

Creativity  and  Innovation,  • • • 43 

Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 8 


93 

86 

82 

85 

73 


34 


68 

55 
47 

56 
45 
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TABLE  3 

COMMUNICATIONS  TECHNIQUES 
(N*42) 


Effective  Speaking 
Listening  Skills  . 


Effective  Reading  Skills 


Comparative  Economic  Systems 


"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

percent 

. 56 

71 

54 

. 50 

83 

60 

ns  50 

76 

64 

. 45 

83 

63 

TABLE  4 

ECONOMICS 

(N«40) 

"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 23 

58 

13 

. 13 

39 

5 

o 


5 


TABLE  5 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«41) 

"Should  Have"  "Subordinates’ 

"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Statistical  Decision  Theory,  , , 
Survey  Course  on  Quantitative 
Methods 


37 

74 

17 

29 

66 

18 

TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-41) 


"Should  Have"  "Subordinates' 

- should  Have"  and  "Could  Use"  Needs" 


Management  Development  

Performance  Appraisal  and 

Counseling  Techniques.  . . * . 
Criteria  and  Selection  of 

Personnel 

Incentives  . • • < 

Personnel  Policy  Affecting 

Labor -Management  Relations  , , 
personnel  Policy  Affecting  Wage 
and  Salary  Structure  . , . . 
Personnel  Policy  Affecting 
Employment  Practices  . • • • 


Percent 

Percent 

Percent 

1 

60 

88 

63 

58 

93 

60 

46 

68 

39 

33 

66 

8 

30 

63 

30 

30 

60 

20 

25 

53 

28 

TABLE  7 

FINANCIAL  MANAGEMENT 
(N*40) 


Managerial  Accounting  and 

Budgeting 

Capital  Budgeting.  . , . 
Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Financial  Planning  and 
Forecasting.  


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

33 

64 

28 

26 

52 

28 

25 

63 

23 

23 

48 

10 

6 


TABLE  8 


MANUFACTURING  AND  PRODUCTION 
(N«40) 

"Should  Have"  "Subordinates' 

"Should  Have"  and  "Could  Use"  

Percent  Percent  Percent 


Planning  and  Utilization  of 

Physical  Facilities 

Operations  Planning  and  Control, 
Operations  Research  Applied  to 
Production  


36 

72 

36 

23 

51 

23 

20 

50 

20 

TABLE  9 


MARKETING 

(N*41) 

"Should  Have"  "Subordinates' 

"Should  Have"  f>nd  "Could  Use"  

Percent  Percent  Percent 


Product  Planning  • 

Pricing,  

Marketing  Research 
Logistics  Planning 


46 

68 

33 

58 

25 

50 

18 

39 

41 

30 

18 
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TABLE  10 


INTERNATIONAL  MANAGEMENT 
(N-40) 


"Should  Have" 
Percent 


"Should  Have"  "Subordinates' 
pnd  "Could  Use"  Needs"  _ 

Percent  percent 


International  Understanding,  , . 
International  Economic  Analysis, 


40 

21 


8 

3 


7 


MIDDLE  MANAGEMENT 


in  the  industrial  category  of  Machinery  (Except  Electrical) ,77  middle^^ 
managers  from  15  companies  completed  the  questionnaire.  Middl  ^ ^ 

were  defined  as  "personnel  assigned  to  executive  duties  in  the  area  between 

senior  executives  and  supervisors,” 


Educational  Needs  Within  Areas  of  Managerial  ResponslMUt^ 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were 
follows  j 


General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 
Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry 
Computer  Operations  and  Data  Processing  (4  subjects) 


(15  subjects) 


Managers  were  asked  to  indicate  which  of  the  54  couraeg 

tionnaire  they  "Should  Have,"  "Could  Use,  or  Don  t Really  Need.  ^ y 

were  also  asked  to  Indicate  the  courses  needed  by  those  they  supervise. 


The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers; 


"Should  Have" 
Percent 


Management  Development,  ..  

Working  Efficiently  with  Individual 

Effective  Communication  in  the  Organization  • , . # 58 

Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super 
vise  needed  the  following  courses: 

"Subordinates ‘ 

Weeds" 

Percent 


Supervisory  Training  and  Employee  Development  • . • 
Effective  Communication  in  the  Organization  . . . . 


( ) 
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The  follov7lng  tables,  11  through  16,  present 
areas  of  managerial  responsibility  which  were 
managers  in  the  Machinery  (Except  Electrical) 

TABLE  11 

GENERAL  MANAGEMENT 
(N-71) 

"Should  Have" 

the  data  on  the  six  general 
1 answered  by  all  the  middle 
category. 

"Should  Have"  "Subordinates’ 

and  "Could  Use"  Needs" 

Management  Development  

Percent 

68 

Percent 

96 

Percent 

38 

VJorking  Efficiently  with 

Individuals • • • • 

67 

93 

49 

Supervisory  Training  and 

Employee  Development  

49 

84 

54 

Performance  Appraisal  and 

Counseling  Techniques 

45 

87 

37 

Criteria  and  Selection  of 

Personnel  for  Promotion.  . • . 

43 

85 

23 

Impact  of  Computer  Technology  , 

32 

62 

18 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 

32 

51 

19 

Analyzing  Organizational 

Behavior  

28 

85 

18 

Effective  Utilization  of  Man- 
power Resources  and  Allocation 

25 

64 

21 

The  Application  of  Information 
Technology  on  Decision  Making. 

25 

52 

18 

Impact  of  Science  and  Technology 
on  Business  Management  .... 

20 

71 

21 

Principles  and  Analysis  of 

Office  Systems  

20 

54 

15 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

8 

42 

10 

TABLE  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N*72) 

"Should  Have" 

"Should  Have"  and  "CouldJJse" 

"Subordinates' 

Needs" 

Creativity  and  Innovation.  . . . 

Percent 

46 

Percent 

84 

Percent 

40 

Human  Aspect  of  Management  . . . 

36 

83 

31 

Understanding  Group  Interaction 
and  Behavior  

31 

73 

20 

Management  Psychology 

23 

72 

20 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  

9 

36 

10 

Industrial  Sociology  

8 

43 

15 

Impact  of  Consumer  Behavior  on 
Management  

6 

22 

10 

er|c 
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TABLE  13 


COMMUNICATION 

(N*72) 


Effective  Cctnmunication  in 
the  Organization  • • • • • 
Effective  Report  Writing  . , 
Oral  Presentation  of  Reports 

Listening  Skills  

Effective  Reading  Skills  , , 
Conference  Leadership.  • • • 
Business  Letter  Writing.  . . 


Economics  of  Production  and 

Costs 

The  Price  Mechanism 

Fundamentals  of  Economics.  . 

Economic  Trends 

Economics  of  Technology  and 

Innovation  

International  Economics.  . . 
The  Economic  Systems  of  the 

United  States 

Comparative  Economic  Systems 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

, . 58 

90 

50 

, . 49 

77 

39 

, . 47 

86 

43 

. . 40 

70 

39 

, . 39 

79 

42 

. . 39 

75 

23 

. . 37 

70 

31 

TABLE  14 

ECONOMICS 

(N*71) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates’ 

Needs" 

Percent 

Percent 

Percent 

. . 30 

60 

14 

. . 24 

56 

12 

. . 14 

44 

13 

. . 13 

39 

9 

. . 11 

43 

8 

. . 6 

26 

9 

. . 4 

39 

12 

3 

18 

7 

TABLE  13 


COMMUNICATION 

(N*72) 


Effective  Communication  in 

the  Organization  

Effective  Report  Writing  . . 
Oral  Presentation  of  Reports 

Listening  Skills  

Effective  Reading  Skills  . , 
Conference  Leadership.  • • • 
Business  Letter  Writing.  . . 


'Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinal 

Needs" 

Percent 

Percent 

percent 

. 58 

90 

50 

. 49 

77 

39 

. 47 

86 

43 

. 40 

70 

39 

. 39 

79 

42 

. 39 

75 

23 

. 37 

70 

31 

TABLE  14 

ECONOMICS 

(N*71) 

’’Should  Have" 

»!^hftuld  Have"  "Could  Use" 


Percent 


Percent 


"Subordinates' 

Needs.’! 

Percent 


Economics  of  Production  and 

Costs 

The  Price  Mechanism 

Fundamentals  of  Economics.  • . . 

Economic  Trends 

Economics  of  Technology  and 

Innovation  

International  Economics 

The  Economic  Systems  of  the 

United  States 

Comparative  Economic  Systems  . . 


30 

24 

14 

13 

11 

6 

4 

3 


60 

14 

56 

12 

44 

13 

39 

9 

43 

8 

26 

9 

39 

12 

18 

7 

: tj 

o 

ERIC 




10 


TABLE  15 


o 


( ) 


er|c 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N»72) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs!! 


Improving  Decision  Making  of 

Managers  

Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  • . • 

Inventory  Management  

Replacement  Management  • . • • • 
Statistical  Decision  Theory,  , , 
Review  of  Basic  Mathematics,  , , 
Statistical  Procedures  and 

Methods 

Linear  Programming  

Probability  Theory  

Dynamic  Programming 

Matrix  Algebra  

Calculus  of  Infinite  Series,  , , 
Calculus  of  Finite  Differences  , 

Waiting  Lines,  , » 

Analytic  Geometry 


Percent 

Percent 

Percent 

29 

75 

14 

24 

62 

16 

23 

62 

18 

21 

61 

11 

21 

51 

9 

20 

44 

31 

17 

50 

22 

17 

37 

9 

12 

41 

19 

6 

35 

7 

6 

22 

10 

6 

16 

13 

6 

15 

13 

4 

30 

7 

4 

20 

17 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N»69) 


"Should  Have"  "Subordinates' 

"Should  Have"  and  "Could  Use^_*  Needs" 

Percent  percent  Percent 


Applying  the  Computer  to 
Problems  of  Business  and 

Management  

Data  Systems  and  Processing,  , . 
Fundamentals  of  Programming  for 

Computer  Operations 

Mathematics  for  Digital  Compute® 


29 

65 

25 

29 

60 

21 

22 

50 

24 

10 

34 

19 

11 


If  the  manager's  area  of  major  responsibility  was  not 

nrecedine  six,  he  was  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 

TABLE  17 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N*30) 


"Should  Have"  "Subordinates' 


Management  and  Labor  Relations 

In-plant  Training 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
personnel  and  Promotion,  • • 
Job  Analysis  and  Job  Evaluation 

Methods 

Industrial  Safety  and  Medical 

Services  

Employee  Benefit  Plans  . • • • 
Salary  and  Wage  Administration 
Maintaining  Efficient  and  Up-To 
Date  Personnel  Records  , • • 


Budgets 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  , , » 

Managerial  Accounting 

Financial  Planning  and 

Forecasting 

New  Developments  in  Equipment 
Replacement  Policy  . , . . . 
Taxes.  


Percent 

Percent 

Percent 

. 35 

65 

17 

. 33 

54 

21 

. 27 

64 

13 

. 25 

63 

4 

. 22 

44 

13 

. 21 

42 

4 

. 17 

60 

4 

. 17 

43 

4 

TABLE  18 

JIAL  MANAGEMENT 

(N*18) 

“Should  Have" 

"Subordinates ' 

•should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 50 

72 

33 

. 50 

69 

31 

. 47 

65 

18 

. 39 

72 

11 

. 35 

82 

24 

. 25 

50 

19 

12 

TABLE  19 


MANUFACTURING  AND  PRODUCTION 
(N*46) 


'•Should  Have"  "Subordinates* 

’’Should  Have"  and  "Could  Use'!  yeeds^ 

Percent  Percent  Percent 


Production  Planning  and  Control 

Management  

Value  Analysis  

Materials  Handling  • • 

Methods  Analysis  and  Work 

Simplification  •••••••• 

Maintenance  Planning  and  Control 
Inventory  Management  •••«•• 
Engineering  Economy,  •••••• 

Quality  Control 

Organization  and  Management  of 

Purchasing  Operations 

Automation  


45 

44 

42 

42 

40 

36 

33 

33 

32 

31 


72 

27 

77 

31 

72 

33 

70 

30 

65 

23 

68 

27 

70 

15 

64 

29 

66 

20 

67 

26 

TABLE  20 


MARKETING 

(N«17) 

"Should  Have"  "Subordinates' 

’’Should  Have"  and  "Could  Use"  Need^ 

percent  Percent  Percent 


Fundamentals  of  Pricing,  , , , i 
Marketing  Management  , « , , i i 
Fundamentals  of  Marketing,  , , . 

Product  Planning  

Marketing  Research  ,,,•••• 
Physical  Distribution  Methods,  , 
Packaging  Design  and  Development 
Application  of  Management 
Science  and  Computers  to 

Marketing  Problems  

Brand  Marketing 


35 

33 

31 

29 

19 

19 

13 


12 

0 


41 

6 

53 

13 

56 

6 

70 

18 

63 

6 

38 

6 

20 

7 

30 

6 

33 

13 

TABLE  21 


Motivating  Salesmen 

Selection  and  Evaluation  of 

Field  Salesmen  

Supervision  cf  Field  Salesmen, 
Training  of  Field  Salesmen  , , 


S MANAGEMENT 
(N-15) 

'Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

, 33 

40 

0 

. 27 

47 

7 

. 27 

40 

7 

. 27 

40 

7 

. 20 

47 

7 

TABLE  22 

INTERNATIONAL  MANAGEMENT 
(N--13) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  . NeMs!! 


Percent 

Monetary  Exchange  Problems  , , , 9 

Appraising  and  Developing 

Foreign  Markets 9 

Sources  of  Funds:  Financing  of 

Day-to-Day  Transactions,  , . . 9 

British  Commonwealth,  United 
Nations,  including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role  In 

World  Trade 9 

Commercial  Policy  and  Trade 

Control . 8 

International  Law 8 

International  Economic 

Organizations . . 0 

International  Understanding,  , , 0 

United  States  Foreign  Economic 

Policy  0 

International  Economic  Analysis,  0 


Percent 

45 

45 

36 


27 

31 

23 

42 

33 

27 

25 


Percent 

9 

9 

9 


8 

8 

8 

8 

9 

8 


TABLE  23 

RESEARCH  AND  DEVELOPMENT 
(N*16) 


Planning  Budgeting  and  Control 

of  Projects 

Evaluation  of  the  Research  and 
Development  Programs  . . . « 
Guidelines  for  Selecting  and 
Appraising  New  Projects, 
Building  Research  and  Develop- 
ment Teams  

Supervision  and  Management  of 
Research  Services 


Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 


ould  Have" 

"Should  Have" 
and  "Could  Use 

Percent 

percent 

50 

81 

31 

75 

31 

62 

19 

50 

13 

51 

Needs*' 

Percent 

6 

6 

0 

0 

0 


Thirty-five  percent  (N®27)  of  the  77  middle  managers  were  40  years 
of  age  or  younger.  This  means  that  they  have  at  least  25  more  years 
of  productive  employment.  Ninety-three  percent  (N*71)  had  completed 
high  school,  48  percent  (N*37)  had  the  bachelor's  degree,  and  five 
percent  (N**4)  had  the  master's  degree.  No  one  had  the  doctorate. 
Sixteen  percent  (N“12)  went  to  business  school  and  14  percent  (N®11) 
went  to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below: 

TABLE  24 

MAJOR  FIELDS  0?  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

B;^chelor ' a Master's 


i 

1 


Agriculture  

Business  Administration 

Engineering  < 

Law  , • 

Liberal  Arts.  

Psychology 

Other  (not  specified)  , 


2 0 

7 1 

22  1 

0 1 

4 1 

1 0 

1 0 


Total 


37  4 


( ) 

! 

i 

ERIC  I 
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The  major  areas  of  work  for  the  middle  managers  In  the  Machinery 
(Except  Electrical)  industry  are  shown  below; 

TABLE  25 


MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration 

Engineering  

Finance  

Industrial  Relations 

Maintenance  

Manufacturing  

Marketing  and  Sales  

Production  Control  ““  Records 
Purchasing  and  Procurement,  , 
Research  and  Development,  , , 
Other  (not  specified)  , , • • 


14 

11 

6 

3 

3 

18 

6 

5 

6 
1 
2 


18 

15 

8 

4 

4 

24 

8 

7 

8 
1 
3 


Total 


75  100 


Methods  of  Updating 

Sixty-two  percent  (N=47)  of  the  middle  managers  would  take  a credit 
course  and  75  percent  (N*56)  would  take  a non-credit  course  if  they 
were  offered  locally. 


One  manager  was  enrolled  for  the  master's  degree.  One  was  planning 
to  enroll  for  the  bachelor's  degree  and  five  for  the  master  s,  Fiv 
of  those  enrolled  or  planning  to  enroll  wanted  to  study  business 
administration  and  two  engineering. 


Seventy-seven  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below; 

TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Managers  ManagerS- 


Don't  have  the  time  

Live  too  far  from  educational  center,  , , , 

Not  a high  school  graduate 

Job  demands  no  more  education  , ; 

Cannot  afford  it 

Not  interested 

Can  do  better  on  my  own 

Other  (not  specified)  


20 

16 

5 

4 

4 

4 
1 

5 


34 

27 

8 

7 

7 

7 
2 

8 


59  100 


Total 


:(  ) 


I ) 


er|c 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  is  shown  below! 

TABLE  27 


educational  methods  used  for  updating  i-jithin  the  past  four  years 

(N*77) 


Workshops  or  seminars  on  managerial  topics. 

Attendance  at  regional  or  national 

meetings  of  professional  societies,  , • • 

Managerial  development  within  company  . . . 

Company  in-service  training  courses  , . • • 

Correspondence  courses . * 

Short  refresher  courses  at  colleges  or 

universities,  , 

Workshops  or  seminars  in  liberal  arts  or 

humanities 

Television  courses 

High  school  courses  

Many  sources  of  information  were  used  by  the  middle  managers  to 
keep  up  with  new  developments.  Table  28  lists  these  sources. 


Number 

Percent 

ManaEers 

^ana^ers 

39 

51 

37 

48 

23 

30 

20 

26 

16 

21 

12 

16 

6 

3 

2 


8 

4 

3 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=74) 


Percent 


(U 


0) 


U 
C 
(U 
0 
cr 
o <u 

CO  U 
P pH 


(U 
00 
CO 

u 

O <D 


•p 

p 

•rl 


c9 


0} 


< p 


(U  VI 
CO  (U 

p > 


■u 

o 


o 

p 


0) 


CO 


o 

CO  r-C 
P *H 
Ctf 

'0  > 
0 

O 4-1 
P H 


Discussion  with  company  personnel 

(informal  or  formal)  « 

Subordinate -superior  discussions  or 

meetings  

In-plant  reports  and  bulletins  , • • 

Manufacturer’s  literature 

Scientific  and  technical  journals,  , 
Technical  books,  reports,  abstracts 

and  indexes 

Management  journals, 

Business  reports 

Lectures,  conferences,  workshops 

and  seminars . » • • 

Professional  society  meetings,  , . . 
Company  in-service  courses  , • • • • 
Use  of  consultants  ,••<•••••• 

College  and  university  evening 

courses 

College  and  university  day  courses 


59 

32 

8 

0 

1 

46 

42 

7 

4 

1 

43 

38 

8 

3 

8 

28 

52 

14 

5 

1 

20 

45 

27 

5 

3 

15 

52 

26 

4 

3 

15 

51 

26 

5 

3 

i5 

44 

32 

10 

0 

14 

43 

26 

10 

6 

14 

38 

24 

18 

6 

8 

23 

14 

20 

35 

3 

13 

46 

33 

6 

3 

9 

12 

49 

27 

0 

1 

6 

87 

6 

j 
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Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  ^7hich  they  would  take 
courses.  Their  replies  follow: 

TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N*77) 

Number  Percent 

Managers  Managers 


Correspondence  courses.  ...  34  44 

Programmed  instruction 32  42 

Educational  television 27  35 

Courses  recorded  on  records  14  18 

Courses  recorded  on  tapes 13  17 

Two-way  telephone  courses  7 9 

Two-way  radio  courses  4 5 

Other  (not  specified) 1 1 


Company  Attitudes  Toward  Education 

Of  the  76  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  th?-‘ir  education,  49  percent 
(N®37)  said  the  superior  encouraged  them  and  50  percent  (N*38)  said 
the  superior  was  noncommittal.  One  percent  (N“l)  said  the  superior 
discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  30 

MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N«74) 


Attend  company  training 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

Percent 

Do  Not  Know 
Percent 

courses 

Attend  professional 

. 71 

9 

0 

20 

meetings  

. 66 

22 

5 

7 

Enroll  for  advanced  work 
Hold  office  in  profession 

. 59 

32 

1 

8 

c 1 societies  ..... 
Attend  seminars  or  work- 
shops away  from  the 

. 55 

26 

1 

18 

company • 

Write  technical  and 

. 53 

31 

5 

11 

professional  papers.  . 
Educational  leave  of 

. 45 

29 

0 

26 

absence.  . . 

. 11 

30 

16 

43 

Fifty  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  46  percent 
were  not,  and  four  percent  did  not  know.  Twenty-two  percent  said 
the  training  was  entirely  on  company  time,  46  percent  said  it  was 
partly  on  company  time , 19  percent  said  it  was  not  on  company  time , 
and  13  percent  did  not  know. 

Eighty-one  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Fourteen  percent  said  it  did  not  and  five  percent 
did  not  know.  Seventy-three  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
59  managers  who  responded  to  this  question,  follows: 

TABLE  31 


PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 
About  3/4  . . . , 
About  2/3  . . . . 
About  1/2  . . . . 
About  1/3  . • . . 
Less  than  1/3  . . 
Don't  know.  . . . 


21 

8 

0 

25 

2 

0 

3 


Total 

The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work: 

TABLE  32 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300 
251  - 300  . . 

201  - 250  . . 

151  - 200  . . 

101  - 150  . . 

51  - 100  . . 

50  or  less  . 
Don't  know.  . 


13 

1 

1 

1 

0 

5 

1 

35 


Total 


57 
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When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  25  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  25 
percent  said  it  had.  partially  influenced  them,  and  50  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  while  50  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
only  one  person  was  actually  enrolled  and  six  were  planning  to  euro  1, 
However,  some  who  had  completed  their  educational  objectives  may  have 
been  so  motivated  at  the  time  they  were  enrolled, 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Machinery  (Except  Electrical) , 112  first-line 
supervisors  from  15  companies  completed  the  questionnaire.  First-line  super 
visors  were  defined  as  "those  whose  major  activities  have  to  do  with  super- 
visory and  foreman  activities,"  The  supervisors  responded  to  a listing  of 
16  course  titles  in  the  area  of  supervisory  responsibility.  They  provided 
information  on  their  personal,  educational,  and  professional  background, 
methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 

The  112  first-line  supervisors  in  the  category  of  Machinery  (Except  Electrical) 
were  asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don’t  Realty  Need,"  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors, 

"Should  Have" 

Percent 


Fundamentals  of  the  Supervisor's  Job 

Leadership 

Human  Aspect  of  Management,  

The  Tools  and  Techniques  of  Effective  Supervision  , 

Decision  Making  

Supervisor's  Role  in  Employee  Discipline 

Communications 0 •••  

Inter-Departmental  Cooperation 

Safety 

Evaluation  of  Employee  Performance 

Supervisor's  Role  in  Company  Economics 


69 

62 

61 

60 

58 

55 

54 

51 

51 

50 

50 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 


TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N=*lll) 


Principles  of  Supervision 

Fundamentals  of  the  Supervisor’s  Job  . , 
The  Tools  and  Techniques  of  Effective 

Supervision 

Decision  Making 

Supervisor’s  Role  in  Employee  Discipline 

Inter-Departmental  Cooperation  

Supervisor’s  Role  in  Company  Economics  . 

Employee  Training  and  Evaluation 

Safety  

Evaluation  of  Employee  Performance  . . . 
Employee  Training . . . 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  . , 

Labor  Relations 

Labor  Relations  Legislation 

Developing  Those  We  Supervise 

Leadership  

Human  Aspect  of  Management 

Communications  

Developing  the  VJork  Team 


"Should  Have" 

"Should  Have" 
and  "Could  Use 

No.  7. 

No.  7o 

. 74 

69 

98 

91 

. 67 

60 

98 

88 

. 63 

58 

97 

89 

. 60 

55 

88 

81 

. 55 

51 

95 

88 

. 54 

50 

89 

82 

. 56 

51 

86 

78 

. 55 

50 

91 

83 

. 53 

49 

86 

80 

. 51 

47 

82 

76 

44 

78 

73 

. 20 

19 

54 

50 

. 67 

62 

96 

89 

. 66 

61 

93 

90 

. 58 

54 

93 

86 

. 49 

45 

92 

84 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Thirty-eight  percent  (N®42)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Seventy-six  percent  (N®84)  were  high  school 
graduates,  17  percent  (N*19)  had  the  bachelor’s  degree,  and  one  per- 
cent (N*l)  had  the  master’s  degree;  no  one  had  the  doctorate.  Four 
percent  (N®4)  had  gone  to  business  school  and  15  percent  (N-17)  to 
trade  school.  The  major  fields  of  study  for  a degree  are  indicated 
in  the  following  table: 


21 


TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number  Number 

T^flchelor's  Master  *s 


Business  Administration  5 

Education  , , ^ 

Engineering ° 

Liberal  Arts 2 

Psychology.  ^ 

Other  (not  specified) 2 

Total.  


1 

0 

0 

0 

0 

0 


Belov  is  a listing  of  the  major  areas  of  vork  for  the  first-line 
supervisors  in  the  Machinery  (Except  Electrical)  industry; 


i 


- 


TABLE  35 

MAJOR  AREAS  OF  WORK 


Number 

y^upervisors 


Percent 

Supervisors 


Administration,  •••••••••••• 

Engineering * • • 

Finance  ••••.  

Industrial  Relations 

Maintenance  ....  

Manufacturing  

Marketing  and  Sales 

Production  Control  - Records,  

Research  and  Development . • 

Service  (yard  and  labor  personnel, 

etc,)  .•••••••  • 

Traffic  and  Transportation.  

Other  (not  specified)  •.••••••• 


5 

8 

3 

5 

3 

69 

5 

3 

1 

1 

2 

3 


5 

7 

3 

5 

3 

62 

5 

3 

1 

1 

2 

3 


‘a 


TotSil, 


108 


100 


: 


Methods  of  Updating 

Forty-eight  percent  (H»52)  of  the  first-line  supervisors  would  take 
a credit  course  and  70  percent  (H=73)  would  take  a non-credit  course 
if  they  vere  offered  locally. 
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Two  of  the  supervisors  were  currently  enrolled  for  the  associate 
degree  and  one  for  the  bachelor's.  Ten  planned  to  enroll:  four 

for  the  associate  degree,  two  for  the  bachelor's,  and  four  for  the 
master's.  Major  fields  of  study  for  those  enrolled  or  planning  to 
enroll  were;  six  in  business  administration,  five  in  engineering 
and  one  in  education. 

For  the  87  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated; 

TABLE  36 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Don't  have  the  time  

Not  a high  school  graduate 

Cannot  afford  it 

Job  demands  no  more  education  ...» 

Not  interested • • 

Live  too  far  from  educational  center. 

Can  do  better  on  my  own  . , 

Other  (not  specified)  

Total 


Number 

Supervisors 

. 1C 
. 15 

. 16 
. 12 
3 

. 6 

3 

8 

. 87 


percent 

Supervisors 

22 

18 

18 

14 

9 

7 

3 

9 

100 


First-line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 

TABLE  37 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  I'HTHIN  THE  PAST  FOUR  YEARS 

(N*112) 


Company  in-service  training  courses  . 
Managerial  development  within  company 
Workshops  or  seminars  on  managerial 

topics 

Correspondence  courses 

Attendance  at  regional  or  national 
meetings  of  professional  societies. 
Short  refresher  courses  at  colleges 

or  universities  

Workshops  or  seminars  in  liberal  arts 

or  humanities 

Television  courses 

High  school  courses  to  improve  job 
performance  


Number 

Supeeviaors 

. 56 

. 41 


31 

22 

21 

13 

7 

2 


Percent 

Supervisors 

50 

37 

28 

20 

19 

12 

6 

2 


The  sources  of  information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*103) 


Percent 


In-plant  reports  and  bulletins  , , . 
Discussion  with  company  personnel 

(informal  or  formal)  

Subordinate -superior  discussions 

or  meetings 

Manufacturer's  literature 

Company  in-service  courses  . . * . c 

Management  journals,  . 

Technical  books,  reports,  abstracts, 

and  indexes 

Lectures,  conferences,  workshops, 

and  seminars  

Scientific  and  technical  journals,  , 
College  and  university  evening 

courses 

Business  reports  

Professional  society  meetings,  , , , 

Use  of  consultants 

College  and  university  day  courses  i 


0) 

rH 


Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Availab 

59 

33 

2 

3 

3 

55 

39 

4 

2 

0 

38 

49 

9 

4 

0 

22 

48 

18 

8 

4 

18 

30 

11 

17 

24 

15 

40 

20 

18 

7 

14 

29 

27 

27 

3 

12 

32 

23 

17 

16 

10 

29 

21 

39 

1 

7 

7 

0 

> 

64 

13 

6 

34 

28 

31 

1 

6 

17 

21 

53 

3 

5 

16 

14 

61 

4 

0 

2 

2 

88 

8 

First“line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation,  (Table  39) 
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TABLE  39 


o 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«112) 


Correspondence  courses 

Programmed  Instruction 

Educational  television 

Courses  recorded  on  records  , . 
Courses  recorded  on  tapos  . • • 
Two-^^ay  telephone  courses  . . . 

Two"Way  radio  courses  

Other  (not  specified)  

Company  Attitudes  Tovjard  Education 


PRESENTATION 

Number 

Percent 

Supervisors 

Supervisors 

. 53 

47 

. 52 

46 

. 22 

20 

. 11 

10 

. 10 

9 

2 

2 

2 

2 


2 

2 


A total  of  109  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education. 
Fifty-three  oercent  (N-58)  said  the  superior  encouraged  them;  47  per 
cent  (N*51)  said  he  was  noncommittal;  and  no  one  said  he  discourage 

him. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and 

reported  in  the  following  table.  The  high  percent  who  did  not  tow 
company  policy  indicates  either  a lack  of  policy  or  a lack  of  commu 

nlcation. 

TABLE  40 

SUPERVISORS'  PERCEPTION  OF  COMPANY 
POLICY  TOrnRD  PROFESSIONAL  DEVELOIMENT 

<N=*100) 


Attend  company  training 

courses 

Attend  professional 
meetings  


( ) 


Hold  office  in  profes- 
sional societies  . . . 
Attend  seminars  or  work- 
shops away  frora  the 

company 

Write  technical  and 
professional  papers.  , 
Educational  leave  of 
absence 


Encouraees 

|Joncommittal 

DiscouraKes 

Do  Not 

Percent 

Percent 

Percent 

Perce 

. 88 

6 

0 

6 

70 

11 

3 

16 

. 63 

16 

0 

21 

. 59 

16 

0 

25 

. 59 

12 

2 

27 

. 45 

10 

1 

44 

. 13 

8 

5 

74 

er|c 
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Sixtiy“fivG  p6rc6nt  of  tlio  suporvisors  i.nQi.C3tod  thsti  they  wore 
employed  by  companies  which  provided  in~service  training!  29  percent 
said  their  company  did  not  provide  it  and  six  percent  did  not  know. 
Forty-five  percent  said  the  training  was  completely  on  company  time, 
27  percent  said  it  was  partly  on  company  time,  12  percent  said  it  was 
entirely  on  the  men's  own  time,  and  16  percent  did  not  know. 

Seventy-four  percent  reported  that  their  company  had  an  educational 
assistance  plan;  21  percent  said  it  did  not,  and  five  percent  did 
not  know.  Sixty-five  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
75  supervisors  who  answered  this  question,  is  shown  in  the  table 
below; 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all  . 

About  3/4  

About  2/3  

About  1/2  

About  1/3  

Less  than  1/3  . . . 
Don't  knov7 


23 

4 

2 

37 

0 

0 

9 


Total 


75 


Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 

TABLE  42 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300  . . 

201  - 250  . . 

151  - 200  . . 

101  - 150  . . 

51  - 100  . . 

50  or  less  . 
Don't  know.  . 


Number 

Supervisors 

16 

0 

0 

0 

1 

1 

0 

55 


Total 


73 


When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  28  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  36  percent  said  it 
partially  influenced  them,  and  36  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  64  percent  said  that  the  avail" 

ability  of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  only  three  of  the  112  respondents 
were  actually  enrolled  and  ten  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  MACHINERY  (EXCEPT 
ELECTRICAL)  INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  THE  TOTAL 
REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Machinery  (Except  Electrical)  were  compared  with  needs  of  those  in 
business  and  industry  as  seen  in  the  total  report,  "Managerial  and^^Super 
visory  Educational  Needs  of  Business  and  Industry  in  Pennsylvania.”  Where 
the  indicated  needs  were  50  percent  or  more,  managers  and  supervisors  in 
this  category  had  educational  needs  similar  to  those  of  the  group  as  a whole. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have” 
needs  by  50  percent  or  more  of  the  top  managers: 

"Should  Have” 
Percent 


Communication  in  the  Organization 

Management  Development  • 

Performance  Appraisal  and  Counseling  Techniques, 

Effective  Speaking  

Overall  Strategy  and  Goals  

Improving  Decision  Making  of  Managers,  , , , « , 
Working  Effectively  with  Individuals  and  Groups, 

Managerial  Motivation 

Long-range  Planning  and  Forecasting  for  Corporate 

Growth  

Effective  Written  Communications  

Industrial  Organization  and  Administration  , , , 
Listening  Skills  


Machinery 


(Except 

Electrical) 

Total 

Report 

N*42 

N*705 

60 

59 

60 

53 

58 

* 

56 

50 

54 

50 

54 

* 

53 

* 

53 

* 

51 

50 

50 

50 

50 

* 

50 

•k 

* Less  than  50  percent  • 


.... ..l 


Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects; 

"Subordinates ‘ 
Weeds" 
Percent 


0 


Communication  in  the  Organization,  « 

Effective  Written  Conmunlcations  

Effective  Reading  Skills  • 

Management  Development  • . • ; 

Listening  Skills  

Performance  Appraisal  and  Counseling  Techniques, 

Human  Aspect  of  Management 

Working  Effectively  with  Individuals  and  Groups, 

Effective  Speaking  

Improving  Decision  Making  of  Managers 


Middle  Manaeement 


Have"  need  for  the  following; 


Machinery 

(Except 

Total 

Electrical) 

Reoort 

N*42 

N»705 

, 68 

65 

, 64 

74 

, 63 

62 

, 63 

56 

, 60 

62 

60 

57 

. 56 

54 

55 

66 

, 54 

67 

, 54 

54 

middle  managers 

in 

t indicated  a "Should 

"^ould  Have" 

Percent 


Management  Development  

Working  Efficiently  with  Individuals  

Effective  Communication  in  the  Organization,  , 
Supervisory  Training  and  Employee  Development, 

if  Less  than  50  percent 


Machinery 

(Except 

Electrical) 

N»77 

, 68 

, 67 

58 
* 


Total 

Report 

N*l,202 

66 

65 

64 

53 


o 


o 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  were: 

"Subordinates' 

Needs" 

Percent 


Machinery 

(Except 

Electrical^ 

N=77 

Supervisory  Training  and  Employee  Development.  • • » • 54 

Effective  Communication  in  the  Organization.  .....  50 

Working  Efficiently  with  Individuals  ...  * 

Listening  Skills * 

* Less  than  50  percent 


Total 

Report 

N=l,202 

61 

56 

62 

50 


First"Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Machinery 

(Except  Total 

Electrical)  Report 

N-112  N=l,713 


Fundamentals  of  the  Supervisor's  Job . . . 

Leadership  

Human  Aspect  of  Management  

The  Tools  and  Techniques  of  Effective  Supervision.  , . 

Decision  Making 

Supervisor's  role  in  Employee  Discipline  

Communications  • 

Inter-Departmental  Cooperation  ...•■• 

Safety  c 

Evaluation  of  Employee  Performance . « . . 

Supervisor's  Role  in  Company  Economics.  ........ 

* Less  than  50  percent 


69 

62 

61 

60 

58 

55 

54 

51 

51 

50 

50 


64 

57 

53 

55 

54 
* 

51 

* 

* 

* 

* 
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RECOMMEHDATIONS 

For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations  were 
made : 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications-— 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  industry. 

2.  Management  develoimaent  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  IJhile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should  be 
intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  in  human  relations.  The  number  of  programs  in  this 
field  fjhould  be  increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  thii)  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  Institutes  for  all  three  levels  of  manage- 
ment, and  make  them  available  at  convenient  locations. 

5.  T^hen  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first-line  supervisors  said  they  would  take  courses  by 
programmed  instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self-perceived  educational  needs  of 
managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


30 


4«  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  Increasing  complexity  of  modern  business  and 
Industry.  A number  of  the  subjects  \>7hlch  appear  to  be  an  Intregal 
part  of  modern  management  were  not  perceived  as  needed  by  the  managers 
and  supervisors  who  took  part  In  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of  obtaining 
new  information  for  updating  was  through  discussion  with  company 
personnel,  the  company  should  be  aware  of  the  great  potential  of  this 
means  of  dissemination  of  Information. 

6.  Since  about  four  out  of  ten  managers  are  employed  ir  ,:ompanies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 


31 


o 


PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 


’’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania”  1968  ($2.00) 

’’Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania”  1967  ($5.CC) 

’’Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania”  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  ’’Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania”  ($1.0C  each): 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M*66  Department  Stores 

M-67  Electrical  Machinery 

M-68  Fabricated  Metal  Products 

M“69  Food  and  Kindred  Products 

M-70  Insurance 

M-71  Machinery  (Except  Electrical) 

M“72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

’’Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($5.00) 

’’Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania”  1965  ($3.5C) 

Fifty-three  specific  reports  from  ’’Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,”  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each); 

Engineering  Fields; 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 


E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

E-15  Paper  and  Allied 

E-16  Petroleum  Rsfining 

E-17  Primary  Metals 

E-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E~24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 


"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 

Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals”  ($.75  each).: 

Continuing  Professional  Educational  Needs  of: 

H'54  Hospital  Administrators- 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 


The  above  publications  may  be 
purchased  from: 

Continuing  Education  Business  Office 
J.  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from: 

Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16CC2 
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mUAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  PETROLEUM  PJ2FINING  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  kno»,7ledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

A.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today’s  highly  competitive  market  improved  efficiency 
becomes  more  Important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the^ 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  81  managers  and  supervisors  from  six  companies  in  the  petroleum 
Refining  industry  in  Pennsylvania.  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management;  top  management,  middle  management, 
and  first-line  supervision.  Each  questionnaire  listed  courses  in  a number 
of  managerial  areas  pertinent  to  managerial  personnel.  The  respondents 
checked  one  of  three  choices;  "Should  Have,"  "Could  Use,  and  Don  t Really 
Need."  Top  and  middle  management  were  asked  to  indicate  the  courses  that 
represented  educational  needs  of  those  they  supervise  in  addition  to  their 
o\m  needs;  this  was  not  asked  of  first-line  supervision.  Middle  manapment 
and  first-line  supervision  provided  information  on  their  educational  back- 
ground, methods  of  updating,  and  company  attitudes  toward  education;  this 
was  not  asked  of  top  management. 


SUMMARY 


Tod  Management 

Of  48  courses  listed  11  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  four  courses 
were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  six  courses  in  the  areas  of  general  management  and  communication,  out 
of  54  courses  listed  in  six  areas.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  nine  of  the  listed  courses.  (Page  8) 

The  educational  level  was  quite  high,  with  64  percent  having  the  bachelor's 
degree.  Middle  managers  had  used  many  methods  of  instruction  and  sources 
of  information  for  updating,  and  reported  general  favorable  attitudes 
toward  education  on  the  part  of  their  companies.  (Pages  15-18) 


Dubln,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,  The  Pennsyl 
vania  State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1>202  mlddl 
managers,  and  1,713  first-line  supervisors.  I'wenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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First-Line  Supegvisioii 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  tvo  out  of  16  courses.  (Page  20) 

Eleven  percent  of  the  supervisors  had  the  bachelor *s  degree.  They  had  used 
a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  touard  continuing  education. 
(Pages  21-25) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Petroleum  Refining,  14  top  managers  from  six 
companies  completed  the  questionnaire.  Top  managers  vere  defined  as  "senior 
executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major  divi 
sions," 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

CoDomunications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of  50 
percent  or  more  were: 


"Should  Have" 
Percent 


Managemant  Development 67 

Human  Aspect  of  Management 62 

Impact  of  Science  and  Technology  on  Business  Mana* 

gement,  . . . 62 

Effective  Utilization  of  Manpower  Resources  and 

Allocation,  , 58 

Improving  De<^ision  Making  of  Managers  58 

Effective  Speaking 54 

Management  Reporting  Systems 54 

Performance  Appraisal  and  Counseling  Techniques  , , 54 

Comnunication  in  the  Organization  . , 50 

Managerial  Motivation  50 

Working  Effectively  with  Individuals  and  Groups  , , 50 


) 


Fifty  percent  or  more  of  the  top  managers  Indicated  that  those  they  supervise 
needed  the  following  courses: 


"Subordinates’ 

Needs" 

Percent 


Management  Development 

Effective  VJritten  Communications. 

Impact  of  Science  and  Technology  on  Business 

Management 

Communication  in  the  Organization  


58 

54 


54 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included,  in  the  "Subordinates’  Needs"  column,  are  the  subjects  indicated  by 
top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 


GENERAL  MANAGEMENT 
(N«14) 


0 


"Should  Have"  "Subordinates’ 
md  "Could  Use"  Needs" 


Impact  of  Science  and  Technology 
on  Business  Management  . . . . 
Improving  Decision  Making  of 

Managers  

Effective  Utilization  of 
Manpower  Resources  and 

Allocation  

Management  Reporting  Systems  . 
Industrial  Organization  and 

Administration  

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 

Policy  Formation  

Impact  of  Computer  Technology. 
Overall  Strategy  and  Goals  . . 
Ethical  Considerations  in 


,o 


Business . 

Managing  Major  Change  in 

Organizations 

Management  of  Research  and 
Development.  ........ 

Impact  of  Multinational  Aspects 
of  Planning  and  Control.  « . 
Impact  of  Government  Legislation 
and  Controls  on  Business  . • 


Percent 

Percent 

Percent 

62 

93 

54 

58 

100 

25 

58 

83 

42 

54 

77 

38 

46 

92 

31 

46 

92 

23 

46 

77 

8 

43 

79 

36 

38 

76 

38 

38 

61 

23 

23 

77 

15 

18 

54 

18 

9 

27 

Q 

8 

62 

15 

er|c 


4 


TABLE  1 


BEHAVIORAL  SCIENCE  AND  mNAGEMENT 
(N^'IA) 


II 


Human  Aspect  of  Management  , , 
Communication  in  the 
Organization 

Working  Effectively  V7ith 

Individuals  and  Groups  . . . 

Managerial  Motivation 

Creativity  and  Innovation,  , , 
Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 


"Should  Have"  "Subordinates 
Should  Have"  and  "Could  Use”  Needs"  _ 


Percent 

Percent 

percent 

62 

85 

17 

50 

86 

50 

50 

83 

42 

50 

75 

31 

42 

75 

42 

8 

50 

8 

t 


TABLE  3 


COMMUNICATIONS  TECHNIQUES 
(N«13) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

percent 

Effective  Speaking  

. . 54 

92 

46 

Effective  Written  Communications  46 

100 

54 

Effective  Reading  Skills  • . 

. . 46 

100 

46 

Listening  Skills  •••••• 

. . 46 

77 

38 

TABLE  4 

ECONOMICS 

(N»13) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

percent 

Percent 

Economic  Trends 

. . 15 

69 

8 

Comparative  Economic  Systems 

8 

46 

8 

TABLE  5 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«14) 


''Should  Have"  "Subordinates  * 
"Should  Have"  and  "Could  Use"  Needs"  _ 
Percent  Percent  Percent 

Statistical  Decision  Theory,  , , 36  65  29 

Survey  Course  on  Quantitative 

Methods,  , , * 25  50  17 


TABLE  6 

INDUSTRIAL  P^UTIONS  AND  PERSONNEL  MANAGEMENT 

(N«13) 


"Should  Have" 
Percent 


Management  Development  67 

Performance  Appraisal  and 

Counseling  Techniques 54 

Personnel  Policy  Affecting 
Wage  and  Salary  Structure,  , , 46 

Incentives  , 42 

Criteria  and  Selection  of 

Personnel 38 

personnel  Policy  Affecting 
Labor "Management  Relations  , , 31 

personnel  Policy  Affecting 
Employment  Practices 31 


"Should  Have" 
and  "Could  Use” 
Percent 

100 

85 

77 

84 

84 

69 

69 


"Subordinates ' 
Needs” 
percent 

58 

38 

23 

17 

31 

31 

23 


TABLE  7 


FINANCIAL  MANAGEMENT 
(N«13) 


Managerial  Accounting  and 
Budgeting. 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis . 

Capital  Budgeting.  . , . 
Financial  Planning  and 
Forecasting 


'Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

percent 

Percent 

. 46 

61 

23 

. 42 

50 

25 

. 33 

66 

25 

. 33 

66 

17 

TABLE  8 


o 


V ) 


er|c 


14ANUFACTURING  AND  PRODUCTION 
(N“13) 


"Should  Have"  "Subordinates' 
"Rho-Jld  Have"  and  "Could  Use."  . . Meedsi; 


percent 


Percent 


Percent 


Planning  and  Utilization  of 

Physical  Facilities 

Operations  Planning  and  Control, 
Operations  Research  Applied  to 
Production  » 


46 

31 


69 

62 


23 

23 


9 


64 


TABLE  9 


MARKETING 

(N«12) 


"Should  Have"  "Subordinates' 


Product  Planning  27 

Logistics  Planning  27 

Marketing  Research  25 

Pricing 


"Should  Have" 

«nd  "Could  Use" 

Needs" 

percent 

Percent 

Percent 

, . 27 

63 

18 

, . 27 

54 

9 

. . 25 

50 

25 

. . 18 

45 

13 

TABLE  10 


INTERNATIONAL  MANAGEMENT 
(N-11) 


"Should  Have" 
percent 


"Should  Have" 
and  "Could  Use" 
Percent 


"Subordinates' 

Needs" 


Percent 


International  Understanding.  . . 
International  Economic  Analysis, 


9 

0 


27 

27 


0 

0 
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MIDDLE  MANAGEMENT 


In  the  Industrial  category  of  Petroleum  Refining,  22  middle  managers  from 
six  companies  completed  the  questionnaire.  Middle  managers  vere  defined  as 
"personnel  assigned  to  executive  duties  in  the  area  between  senior  executives 
and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows : 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need."  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers; 


"Should  Have** 
Percent 


IJorklng  Efficiently  with  Individuals 

Effective  Communication  in  the  Organization  . • • • 

Management  Development 

Effective  Report  Writing.  . , 

Supervisory  Training  and  Employee  Development  . • • 
Listening  Skills . . 


67 

65 

56 

53 

53 

50 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 


"Subordinates  * 
Needs" 
Percent 


Supervisory  Training  and  Employee  Development  • • • 
Effective  Communication  in  the  Organization  . . • • 

Effective  Reading  Skills 

Listening  Skills 

Management  Development 

Review  of  Basic  Mathematics  

Effective  Report  Writing 

Oral  Presentation  of  Reports.  ...»  

Working  Efficiently  with  Individuals 


67 

65 

56 

56 

56 

56 

53 

50 

50 
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The  follo\7ing  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Petroleum  Refining  category, 

TABLE  11 

GENERAL  MANAGEMENT 
(N-18) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Working  Efficiently  with 

Percent 

Percent 

percent 

Individuals 

67 

95 

50 

Management  Development  

Supervisory  Training  and 

56 

81 

56 

Employee  Development  • • • • • 
Performance  Appraisal  and 

53 

93 

67 

Counseling  Techniques 

l-'A 

88 

38 

Impact  of  Computer  Technology,  , 
Effective  Utilization  of 
Manpower  Resources  and 

35 

64 

35 

Allocations 

The  Application  of  Information 

29 

70 

29 

Technology  on  Decision  Making, 
Criteria  and  Selection  of 

29 

70 

29 

Personnel  for  Promotion,  , , , 
Long-range  Planning  and  Fore- 

25 

75 

13 

casting  for  Corporate  Growth, 
Impact  of  Science  and  Technology 

24 

59 

12 

on  Business  Management  , , , , 
Impact  of  Government  Legislation 

18 

65 

35 

and  Controls  on  Business  , , , 
Analyzing  Organizational 

18 

65 

18 

Behavior  

Principles  and  Analysis  of 

17 

73 

33 

Office  Systems  ,,,••••• 

7 

47 

•7 

/ 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGE14ENT 
(N*17) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Creativity  and  Innovation,  , , • 

19 

88 

31 

Understanding  Group  Interaction 
and  Behavior  

19 

63 

19 

Management  Psychology 

19 

57 

13 

Human  Aspect  of  Management  , , , 

18 

77 

29 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management . 

13 

32 

19 

Industrial  Sociology  

6 

44 

13 

Impact  of  Consumer  Behavior  on 
Management  , • • 

0 

25 

6 

TABLE  13 


COMMUNICATION 

(N»17) 


Effective  Connunlcatlon  in  the 

Organization  • • 

Effective  Report  Writing  , • 

Listening  Skills  

Effective  Rea'^iing  Skills  • • 
Conference  Leadership.  . . . 
Oral  .Presentation  of  Reports 
Business  Letter  Writing.  . • 


Economics  of  Production  and 

Cost 

The  Price  Mechanism 

Pundamentals  of  Economics.  . 
Economics  of  Technology  and 

Innovation  

Economic  Trends 

The  Economic  Systems  of  the 

United  States 

International  Economics.  . . 
Comparative  Economic  Systems 


"Should  Have” 
Percent 


65 

53 

50 

A4 

41 

38 

31 


TABLE  14 

ECONOMICS 

(N»17) 


"Should  Have" 
Percent 


. . 41 

. . 19 

. . 13 

. . 13 

. . 0 

. . 0 

. . 0 


"Should  Have" 
^nd_^|Qould_JJse^ 
Percent 


100 

94 

94 

75 

76 
88 
81 


"Should  Have" 
^nd  "Could  Use" 
Percent 


65 

57 

69 

38 

30 

19 

13 

13 


"Subordinates* 

Needs" 

Percent 


65 

53 

56 

56 

35 

50 

44 


"Subordinates  * 
Needs" 
Percent 


29 

6 

25 

6 

5 

0 

0 

0 
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TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N“18) 


"Should  Have"  "Subordinates* 

»Shotild  Have"  and  "Could  Us^  Needs" 

Percent  Percent  Percent 


Improving  Decision  Making  of 

Managers  

Review?  of  Basic  Mathematics.  . • 
Replacement  Management  ..... 

Matrix  Algebra  

Analytic  Geometry . . 

Calculus  of  Finite  Differences  . 
Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  . . . 
Statistical  Procedures  and 

Methods 

Inventory  Management  

Probability  Theory  

Linear  Programming 

Calculus  of  Infinite  Series.  • . 
Statistical  Decision  Theory.  . . 

Waiting  Lines.  . , 

Dynamic  Programming 


19 

17 

13 

13 

13 

13 

12 

6 

6 

6 

6 

6 

0 

0 

0 


63 

50 

63 

44 

32 

26 

53 

62 

44 

44 

31 

25 

44 

19 

13 


19 

56 

6 

13 

13 

6 

0 

6 

13 

0 

6 

6 

0 

0 

0 


TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N“18> 


"Should  Have"  "Subordinates* 

».<!hQiild  Have"  and  "Could  Use"  Mtisll 

Percent  Percent  Percent 


Applying  the  Computer  to 
Problems  of  Business  and 

Management 

Data  Systems  and  Processing,  . . 
Fundamentals  of  Programming  for 

Computer  Operations 

Mathematics  for  Digital 

Computers 


41 

76 

35 

33 

77 

33 

25 

50 

38 

18 

47 

35 

If  the  manager *s  area  of  major  reaponsibility  ^7as  not  included  in  the 
preceding  six»  he  was  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  were: 


Industrial  Relations  and  Personnel  Management  (6  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 

TABLE  17 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-ll) 

’’Should  Have”  ’’Subordinates* 
’’Should  Have”  and  ’’Could  Use'!  Needs” 


Percent 


Percent 


Percent 


Management  and  Labor  Relations  . 

In-plant  Training 

Industrial  Safety  and  Medical 

Services  

Salary  and  Wage  Administration  , 
Job  Analysis  and  Job  Evaluation 

Methods 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  and  Promotion.  • • • 
Employee  Benefit  Plans  « . • • • 
Maintaining  Efficient  and  Up-To- 
Date  Personnel  Records  . . . • 


50 

30 

30 

30 

27 


27 

22 


10 

TABLE  18 


80 

80 

80 

70 

100 


72 

55 

60 


30 

60 

40 

10 

18 


45 

11 

20 


FINANCIAL  MANAGEMENT 
(N»0) 


Managerial  Accounting.  . . . 
New  Developments  in  Equipment 
Replacement  Policy  .... 

Budgets • • 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Financial  Planning  and 

Forecasting 

Taxes 


'Should  Have” 

’’Should  Have” 
and  ’’could  Use” 

’’Subordinates 

Needs” 

Percent 

Percent 

Percent 

. 40 

60 

20 

. 38 

88 

25 

. 38 

88 

13 

. 29 

72 

14 

. 13 

51 

13 

. 0 

43 

14 

t 


12 


TABLE  19 


MANUFACTURING  AND  PRODUCTION 
(N«ll) 


Maintenance  Planning  and 

Control.  • « 

Automation • • 

Engineering  Economy,  . . , 
Production  Planning  and  Co 

Management  

Materials  Handling  . • . • 
Organization  and  Managemer 
Purchasing  Operations,  , 

Quality  Control 

Value  Analysis  

Inventory  Management  . . , 
Methods  Analysis  and  Uork 
Simplification  


Product  Planning  

Marketing  Management  . . . 
Fundamentals  of  Marlcetlng. 
Fundamentals  of  Pricing,  , 
Marketing  Research  . . • • 
Packaging  Design  and  Devel< 
Physical  Distribution  Methods 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

, . 63 

88 

63 

, . 60 

90 

50 

, . 45 

81 

36 

A 

► . 40 

80 

40 

. . 30 

60 

40 

t 

. . 30 

50 

30 

. . 22 

66 

33 

. . 20 

90 

20 

. . 10 

60 

50 

. . 10 

60 

20 

TABLE  20 

MARKETING 

(N»5) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

. . 80 

80 

40 

. . 25 

50 

0 

. . 25 

50 

0 

. . 25 

25 

0 

. . 25 

25 

0 

lent  20 

40 

0 

1.  . 0 

25 

0 

TABLE  21 


SALES  MANAGEMEirr 
(N=4) 


"Should  Have" 

"Subordinates 

1 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

percent 

Training  of  Field  Salesmen  , • 

. 50 

50 

25 

Motivating  Salesmen 

Selection  and  Evaluation  of 

. 30 

50 

0 

Field  Salesmen  

• 50 

50 

0 

Supervision  of  Field  Salesmen, 

. 25 

50 

0 

Compensation  of  Field  Salesmen 

. 0 

50 

0 

INTERNATIONAL  NANA6ENENT 
(N«3) 

None  of  the  middle  managers  indicated  that  they  "Should  Have"  any  of  the 
ten  courses  listed,  nor  i7as  there  any  need  reported  for  these  courses  on 
the  part  of  those  supervised  by  middle  management.  One  person  indicated 
he  "Could  Use"  each  of  four  courses;  Monetary  Exchange  Problems;  Inter- 
national Law;  Sources  of  Funds:  Financing  of  Day-to-Day  Transactions; 

and  Appraising  and  Developing  Foreign  Markets. 
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TABLE  22 


RESEARCH  AND  DEVELOIMENT 
(N«7) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 


Percent 


Evaluation  of  the  Research  and  Development 

Programs 

Supervision  and  Management  of  Research 

Services  

Guidelines  for  Selecting  and  Appraising  New 

Projects 

Building  Research  and  Development  Teams.  . . • 
Planning  Budgeting  and  Control  of  Projects  * , 


17 

17 

14 

14 

0 


84 
67 

85 
57 
60 


None  of  the  managers  reported  a need  for  any  of  the  five  courses  on  the  part 
of  those  they  supervise. 


Background  Information  of  Middle  Managers 

Personal t Educational,  and  Professional  Background 

Thirty-two  percent  (N«7)  of  the  22  middle  managers  were  40  years 
of  age  or  younger.  This  means  that  they  have  at  least  25  more 
years  of  productive  employment.  Ninety-five  percent  (N*21)  had 
completed  high  school,  64  percent  (N**14)  had  the  bachelor’s  degree, 
and  14  percent  (N«3)  had  the  master’s  degree.  No  one  had  the 
doctorate.  Nine  percent  (N**2)  went  to  business  school  and  14 
percent  (N®3)  went  to  trade  school.  The  major  fields  of  study  for 
the  undergraduate  and  graduate  degrees  are  given  below; 


TABILE  23 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GP^ADUATES 

Number  Number 

Bachelor’s  Master’s 

Business  Administration 

Education  

Engineering  ,,,••• 

Liberal  Arts,  

Mineral  Industries,  , , 

Other  (not  specified)  , 

Total,  ,,•••• 


The  major  areas  of  work  for  the  middle  managers  in  Petroleum 
Refining  are  shown  below: 

TABLE  25 

MAJOR  AREAS  OF  WORIC 


Number  Percent 

Managers  SkRaEII 


Administration.  . . 3 14 

Engineering * . . 6 24 

Finance 1 3 

Industrial  Relations 2 9 

Maintenance 1 3 

Manufacturing 3 23 

Marketing  and  Sales  .....  1 3 

Production  Control  — Records  1 3 

Research  and  Development 1 3 

Service  (yard  and  labor  personnel,  etc.).  . . 1 3 

Total . . . 22  100 


Methods  of  Updating 

Fifty-seven  percent  (N*12)  of  the  middle  managers  would  take  a 
credit  course  and  67  percent  (N“14)  would  take  a non-credit  course 
if  they  were  offered  locally. 

No  managers  were  currently  enrolled  for  a degree.  Two  planned  to 
enroll  for  the  master *s  degree. 

Sixty-four  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Managers  Managers 


Job  demands  no  more  education  . . . * « . » • 4 30 

Don't  have  the  time 3 21  ' 

Live  too  far  from  educational  center 3 21 

Not  interested 2 14 

Other  (not  specified) 2 14 

Total 14  100 
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The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  is  shown  in  Table  27. 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N“22) 


Number 


Percent 

Managers 


Attendance  at  regional  or  natiovial  meetings 

of  professional  societies  ^ 

Company  in"service  training  courses  8 36 

Workshops  or  seminars  on  managerial  topics,  , 6 27 

Short  refresher  courses  at  colleges  or 
universities.  ••••••••«••••••  ^ 

Managerial  development  within  company  . . . » 4 18 

Many  sources  of  information  were  used  by  the  middle  managers  to 
keep  up  with  new  developments.  Table  28  lists  these  sources. 

TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N“20) 

Percent 


4J 

C 

0) 

3 

XT 

0)  0) 
SO 

D Pm 


O 

to 

(d 

u 

0) 

< P 


0) 

0) 

H 

P 

0)  cd 

CO 

•rl 

P •H 

4J 

O 

*o  > 

P 

d)  U 

o 

5 II 

m 0) 

O CO 

O M-l 

p > 

p p 

P H 

Discussion  with  company  personnel 
(informal  or  formal) 

75 

20 

5 

0 

Subordinate "Superior  discussions  or 
meetings 

47 

32 

11 

5 

In-plant  reports  and  bulletins  , , , 

44 

44 

6 

0 

Scientific  and  technical  journals,  , 

44 

33 

17 

6 

Technical  books,  reports,  abstracts 
and  Indexes.  . , « • 

39 

33 

17 

11 

Business  reports 

31 

32 

32 

0 

Manufacturer's  literature.  

27 

44 

17 

6 

Use  of  consultants 

24 

12 

24 

40 

Management  journals.  . . . « e • . . 

16 

52 

16 

5 

Company  in-service  courses  . , , , . 

13 

19 

u 

25 

Professional  society  meetings,  , , , 

12 

29 

29 

24 

Lectures,  conferences,  workshops 
and  seminars  .....  

11 

42 

37 

5 

College  and  university  evening 

courses.  ....«..»  

6 

6 

13 

56 

College  and  university  day  courses  . 

0 

0 

0 

87 

0 

5 

6 
0 

0 

5 

6 
0 

11 

30 

6 


19 

13 
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Middle  managers  responded  to  & listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses,  (Table  29) 

TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=22) 

Number  Percent 

Managers  Managers 


Programmed  instruction • • 10  45 

Correspondence  courses • • • 10  45 

Educational  television • 5 23 

Courses  recorded  on  tapes  •.••••••••  1 3 

Courses  recorded  on  records  ••••»••••  1 3 

Two-way  radio  courses  1 3 

Tv70-way  telephone  courses 1 3 

Other  (not  specified) 2 9 


Company  Attitudes  Toward  Education 

Of  the  22  managers  responding  to  a question  on  the  attitude  of 
their  immediate  superior  toward  continuing  their  education,  59 
percent  (N®13)  said  the  superior  encouraged  them  and  36  percent 
(N*8)  said  the  superior  was  noncommittal.  Five  percent  (N®1) 
said  the  superior  discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities, 

TABLE  30 

M^GERS*  PERCEPTION  OF  COMPANY  POLICY 
TOTARD  PROFESSIONAL  DEVEI,OPMENT 
(N»20) 


Attend  company  training 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

percent 

Do  Not  Know 
Percent 

courses 

Attend  professional 

. 81 

e 

0 

19 

meetings  

• 78 

22 

0 

0 

Enroll  for  advanced  work 
Attend  seminars  or  work- 
shops away  from  the 

. 67 

0 

0 

33 

company , 

Hold  office  in 

. 64 

18 

6 

12 

professional  societies 
Write  technical  and 

. 55 

39 

0 

6 

professional  papers,  , 
Educational  leave  of 

, 42 

29 

0 

29 

absence • • 

. 3 

0 

0 

95 

\ 

{ 


Fifty  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  50  percent 
were  not.  Thirty-seven  percent  said  the  training  was  entirely  on 
company  time,  25  percent  said  it  was  partly  on  company  time,  13 
percent  said  it  was  not  on  company  time,  and  25  percent  did  not  know. 

Fifty  percent  reported  that  their  company  had  an  educational  assistance 
plan.  Eighteen  percent  said  it  did  not  and  32  percent  did  not  know. 
Twenty-one  percent  said  the  course  had  to  be  job-related  in  order  to 
qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the 
13  managers  who  responded  to  the  question, follows : 

ICABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all  2 

About  3/4  , , • • • 0 

About  2/3 7 

About  1/2 ^ 

About  1/3 • 0 

Less  than  1/3 0 

Don't  know 0 


Total 


13 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work: 


TABLE  32 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 

More  than  $300 
251  - 300  , , 

201  - 250  , , 

151  - 200  , , 

101  - 150  , , 

51  - 100  , , 

50  or  less  , 

Don't  know,  , 

Total,  


6 

1 

0 

0 

0 

0 

0 

6 
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V?hen  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  eight  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  3d 
percent  said  it  had  partially  Influenced  them,  and  54  percent  said 
it  had  no  effect.  There  is  an  Inconsistency  here;  while  46  percent 
said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
no  one  was  actually  enrolled  and  two  were  planning  to  enroll. 

However,  some  who  had  completed  their  educational  objectives  may 
have  been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  Industrial  category  of  Petroleum  Refining,  45  first-line  supervisors 
from  six  companies  completed  the  questionnaire.  First-line  supervisors  were 
defined  as  "those  whose  major  activities  have  to  do  with  supervisory  and 
foreman  activities."  The  supervisors  responded  to  a listing  of  16  course 
titles  in  the  area  of  supervisory  responsibility.  They  provided  information 
on  their  personal,  educational,  and  professional  background,  methods  of 
updating,  and  company  attitudes  toward  education. 

Educational  Needs 

The  45  first-line  supervisors  in  the  category  of  Petroleum  Refining  were 
asked  to  Indicate  which  of  the  16  courses  listed  in  the  questionnaire  they 
"Should  Have"  "Could  Use,"  or  "Don't  Really  Need."  The  following  courses 
were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 

"Should  Have" 

Percent 

Fundamentals  of  the  Supervisor's  Job 57 

Safety 

Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  nUds  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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MLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N»AA) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


No. 

7. 

No. 

7, 

Princlnles  of  Suoervlslon 

Fundamentals  of  the  Supervisor’s  Job  « , , , 
The  Tools  and  Techniques  of  Effective 

25 

57 

38 

87 

Supervision. • • 

20 

48 

37 

08 

Decision  Making 

16 

38 

32 

76 

Supervisor's  Role  in  Employee  DiscipliBe  . , 

16 

38 

31 

74 

Supervisor's  Role  in  Company  Economics  „ , , 

15 

36 

33 

79 

Inter-Departmental  Cooperation  

15 

35 

33 

77 

Emolovee  Training  and  Evaluation 

Safety 

22 

51 

40 

93 

Employee  Training • 

15 

37 

33 

81 

Evaluation  of  Employee  performance  . « . . « 

15 

36 

32 

76 

The  Sunervlsor  and  the  Union 

Grievance  Procedure  and  Arbitration 

20 

47 

35 

82 

Labor  Relations.  . . . . . . ^ 

16 

38 

27 

64 

Labor  Relations  Legislation.  ...  

5 

12 

19 

4-5 

Develoninc  Those  We  Suoervlse 

Leadership 

21 

49 

37 

86 

Human  Aspect  of  Management 

19 

44 

34 

79 

Comniunications  • . 

16 

38 

30 

71 

D<ive  loping  the  Work  Team 7 

Backfsround  Information  of  First-Line  Supervisors 

17 

28 

67 

Personal,  Educational,  and  Professional  Background 

Eighteen  percent  (N®8)  of  the  first-line  supervisors  were  40  years 
of  age  or  younger.  Sixty  percent  (N®27)  were  high  school  graduates, 
11  percent  <N*5)  had  the  bachelor’s  degree,  and  no  one  had  the 
master’s  degree  or  the  doctorate.  Seven  percent  (N*3)  had  gone  to 
business  school  and  seven  percent  (N®3)  to  trade  school.  The  major 
fields  of  study  for  the  bachelor’s  degree  are  indicated  at  the  top 
of  page  22, 
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TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number 

Bachelor’s 


Business  Administration  „ 

Engineering  

Psychology 

Total 


Belov  is  a listing  of  the  niajor  areas  of  vork  for  the  first“line 
supervisors  in  the  Petroleum  Refining  industry: 

TABLE  35 

MAJOR  AREAS  OF  WORK 


Number 

Supervisors 


Percent 

Supervisors 


Administration 

Engineering  

Industrial  Relations 

!iaintenance 

Manufacturing  

Production  Control  - Records.  , . 
Service  (yard  and  labor  personnel, 

etc.)  ......  . 

Traffic  and  Transportation.  . . . 
Other  (not  specified)  


9 

5 

2 

21 

19 

25 

7 

5 

7 


Total 


43 


100 


Methods  of  Updating 

Tventy-nine  percent  (N“12)  of  the  first-line  supervisors  vould  take 
a credit  course  and  64  percent  (N®28)  vould  take  a non-credit  course 
if  they  vere  offered  locally. 

No  supervisors  vere  currently  enrolled  and  no  one  vas  planning  to 
enroll  in  a degree  program. 

For  the  37  supervisors  vho  did  not  have  plans  for  further  formal 
education,  the  folloving  reasons  vere  indicated: 
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TABLE  36 


RFASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FOBMiVL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Not  a high  school  graduate 12  31 

Live  too  far  from  educational  center,  , 11  30 

Don*t  have  the  time 5 lA 

Cannot  afford  it, 3 8 

Job  demands  no  more  education  • • • • • 1 3 

Not  interested . . 1 8 

Can  do  better  on  my  own 1 3 

Other  (not  specified) 3 8 

Total 37  100 


First-line  supervisors  had  used  a variety  of  educational  methods 
for  upda^ig^ within  the  past  four  years, 

TABLE  37 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  T-7ITHIN  THE  PAST  FOUR  YEARS 

(N®45) 

Number  Percent 

Supervisors  Supervisors 


Workshops  or  seminars  on  managerial 

topics,  9 

Attendance  at  regional  or  national 

meetings  of  professional  societies,  , 8 

Company  in-service  training  courses  , , 7 

Correspondence  courses 4 

Managerial  ^development  within  cc  jpany  , 3 

High  school  courses  to  improve  job 

performance 1 


20 

18 

16 

9 

7 

2 


( ) 


The  sources  of  information  used  by  first-line  f 

up  to  date  with  new  developments  are  show  in  the  following  tabl  . 
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TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*40) 


Percent 
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Use 

Frequent] 

Average 

Use 

Use  Very 

Little 

DO  Not 
Use 
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56 

36 

5 

0 
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38 

38 

18 

3 
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38 

36 

8 

5 

13 

18 

48 

18 

8 

8 

14 

36 

25 

19 

6 

11 

43 

14 

26 

6 

10 

29 

23 

23 

15 

8 

37 

13 

42 

0 

8 

16 

16 

60 

0 

8 

11 

24 

54 

3 

5 

39 

16 

16 

24 

3 

22 

6 

36 

33 

0 

3 

3 

72 

22 

0 

0 

3 

94 

3 

Discussion  v?ith  company  personnel 
(informal  or  formal)  

Subordinate-superior  discussions  or 

meetings 

In-plant  reports  and  bulletins  , • . 

Manufacturer’s  literature,  , , • • • 

Technical  books,  reports,  abstracts, 

and  indexes,  ,••••«  

Scientific  and  technical  journals,  , 

Lectures,  conferences,  workshops, 

and  seminars 

Business  reports  

Use  of  consultants  

Professional  society  meetings,  , • • 

Management  journals 

Company  in-service  courses  

College  and  university  evening 

courses 

College  and  university  day  courses  . 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
Lich  did  not^include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation. 
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TABLE  39 


PPJIFETIENCE  FO":  MEDIA  OF  COURSE  PRESENTATION 

(N*45) 

Number 

Supervisors 


Percent 

Supervisors 


Prograuned  instruction  , , , 
Correspondence  courses  , . , 
Educational  television  , , , 
Courses  recorded  on  tapes,  , 
Courses  recorded  on  records, 
T^-70“V7ay  telephone  courses, 
Tt^o-way  radio  courses,  , , 
Other  (not  specified),  , , 


18 

40 

15 

33 

n 

O 

18 

6 

13 

4 

9 

1 

2 

1 

2 

2 

4 

Company  Attitudes  Toward  Education 

A total  of  41  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education. 
Forty-six  percent  (N-19)  said  the  superior  encouraged  51  per- 

cent (N=21)  said  he  was  noncommittal,  and  tnree  percent  (N  1)  sai 
discouraged  him. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and 

reported  in  the  following  table.  The  high  percent  who  did  not  Imow 
company  policy  indicates  either  a lack  of  polxcy  or  a lack  of  com 

munication, 

TABLE  40 

SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N-41) 


Attend  company  training 

courses * • 

Attend  professional 

meetings  

Attend  seminars  or  work- 
shops away  from  the 
company 


Hold  office  in 

professional  societies 
Write  technical  and 
professional  papers,  , 
Educational  leave  of 
absence 


Encourages 

Noncommittal 

DiscouraRes 

Do  Not  Know 

Percent 

Percent 

percent 

Percent 

72 

A 

0 

22 

54 

20 

0 

26 

52 

5 

0 

43 

, 49 

19 

0 

32 

, 46 

24 

3 

27 

e 29 

IS 

0 

53 

12 

2 

2 

84 

25 


Twenty  percent  of  the  supervisors  indicated  that  they  were  employed 
by  companies  which  provided  in-service  training j 66  percent  said 
their  company  did  not  provide  it  and  14  percent  did  not  know.  Thirty- 
one  percent  said  the  training  was  completely  on  company  time,  18 
percent  said  it  was  partly  on  company  time,  18  percent  said  it  was 
entirely  on  the  men*s  own  time,  and  33  percent  did  not  know. 

Forty-four  percent  reported  that  their  company  had  an  educational 
assistance  plan}  37  percent  said  it  did  not,  and  19  percent  did  not 
know.  Thirty-six  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the 
20  supervisors  who  answered  this  question,  is  shown  in  the  table 

be iw j * 


TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 

All  or  almost  all  . . . ^ 

About  3/4  ® 

About  2/3 ® 

About  l/2  ^ 

About  1/3  1 

Less  than  1/3 • • ^ 

Don't  know ^ 

Total 20 

Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 


TABLE  42 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300  . . 

201  - 250  , . 

151  - 200  . . 

101  - 150  , . 

51  - 100  . . 

50  or  less  . 
Don't  know,  , 


Number 

Supervisors 

4 

2 

1 

0 

0 

0 

0 

13 


Total 


20 


^Jhen  asked  what  the  effect  of  available  financial  assistance  was 
on  their  motivation  to  undertake  further  education,  24  percent  of 
the  supervisors  said  it  strongly  encouraged  them,  43  percent  said 
it  partially  influenced  them,  and  33  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  67  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  none  of  the  45  respondents  was 
actually  enrolled  and  none  planned  to  enroll. 

CCMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  PETROLEUM  REFINING 
INDUSTRY  VJITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Petroleum  Refining  as  compared  with  needs  of  those  in  business  and 
industry  as  seen  in  the  total  report,  "Managerial  and  Supervisory  Educ^ional 
Needs  of  Business  and  Industry  in  Pennsylvania,"  varied  a good  deal,  ^ey 
were  higher  for  top  and  middle  management  and  those  supervised  by  middle 
management,  and  lower  for  those  supervised  by  top  management  and  for  first- 
line  supervision. 

Top  Manaeeaent 

Of  the  48  subjects  listed,  the  following  were  indicated  as  Should  Have 
needs  by  50  percent  or  more  of  the  top  managers; 


"Should  Have" 
Percent 


Petroleum  Total 

Refining  Report 

N*14  N“705 


Management  Development  

Human  Aspect  of  Management 

Impact  of  Science  and  Technology  on  Business 

Management  

Effective  Utilization  of  Manpower  Resources  and 

Allocation  

Improving  Decision  Making  of  Managers 

Effective  Speaking  

Management  Reporting  Systems  ♦ 

Performance  Appraisal  and  Counseling  Techniques.  . . . 

Communication  in  the  Organization 

Managerial  Motivation 

Working  Effectively  with  Individvials  an4  Groups.  . . . 

Effective  VJTitten  Communications  

Long-range  Planning  and  Forecasting  for 

Corporate  Growth  

Overall  Strategy  and  Goals  . . . 


67 

62 

62 

58 

58 

54 

54 

54 

50 

50 

50 

* 

* 

* 


* Less  than  50  percent 


53 

* 

* 

* 

it 

50 

* 

* 

59 

it 

it 

50 

50 

50 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 

"Subordinates* 

Needs** 

Percent 


Management  Development  •••••••••»••• 

Effective  Written  Communications  

Impact  of  Science  and  Technology  on  Business 

Management  ••••••  • 

Communication  in  the  Organization 

Effective  Speaking  

Working  Effectively  with  Individuals  and  Groups, 

Effective  Reading  Skills  

Listening  Skills  

Performance  Appraisal  and  Counseling  Techniques, 
Human  Aspect  of  Management  »(,»»••••••• 

Improving  Decision  Making  of  Managers,  , , • , • 

* Less  than  50  percent 


Petroleum 

Total 

Refintng_ 

Report 

N«14 

N»705 

. 58 

56 

. 54 

74 

• 54 

* 

. 50 

65 

•k 

67 

* 

66 

•k 

62 

* 

62 

a * 

57 

* 

54 

* 

54 

Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  Mnagers  In 
Petroleum  Refining  and  in  the  total  report  indicated  a Should  Have  need 
for  the  following! 


"Should  Have** 
Percent 


Working  Efficiently  with  Individuals  .... 
Effective  Communication  in  the  Organization, 

Management  Development  , , • 

Supervisory  Training  and  Employee  Development 

Effective  Report  VIriting 

Listening  Skills  , , • 

* Less  than  50  percent 


Petroleum 

Refining_ 

N=22 

. 67 

. 65 

. 56 

. 53 

. 53 

. 50 


Total 

Report 

N=l,202 

65 
64 

66 
53 

* 

* 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  were : 

’’Subordinates  * 

Needs” 

Percent 


Petroleum  Total 

Refining  Report 

N=22  N=1,202 


Supervisory  Training  and  Employee  Development 
Effective  Communication  in  the  Organization, 

Listening  Skills  • 

Effective  Reading  Skills  

Management  Development  

Pvevlew  of  Basic  Mathematics 

Effective  Report  kbriting 

Working  Efficiently  with  Individuals  , , , . 
Oral  Presentation  of  Reports  


67 

65 

56 

56 

56 

56 

53 

50 

50 


61 

56 

50 

* 

ic 

ic 

* 

62 

* 


* Less  than  50  percent 


First "Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  ’’Should  Have 
the  following  of  a listing  of  16  subjects? 

'•Should  Have” 
percent 


Fundamentals  of  the  Supervisor *s  Job  ••••••• 

Safety  

Leadership  

The  Tools  and  Techniques  of  Effective  Supervision, 

Decision  Making 

Human  Aspect  of  Management 

Communications  


Petroleum 

Total 

Refining 

Report 

N=45 

N=l,713 

, 57 

64 

, 51 

it 

it 

57 

. * 

55 

* 

54 

* 

53 

it 

51 

* Less  than  50  percent 
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RECCMMEI'jDATIOWS 

For  the  total  report,  "Manaserial  and  Supervisory  Educational  Needs  of 

Business  and  Industry  in  Pennsylvania,"  the  follw.’ing  recommendations  were 

made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  siting,  effective  speaking,  conference 
leadership  — vas  strong  for  all  three  levels  of  managemei^  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  ma  e t em 
available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise,  Vfhile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
intensified, 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
they  supervise  in  human  relations.  The  number  of  programs  in  th  s 
field  should  be  increased  at  the  local  level  by  the  University, 

4 To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  institutes  for  all  three  levels  of  manage 
ment,  and  make  them  available  at  convenient  locations, 

5,  When  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first-line  supervisors  said  they  would  take  courses  by 
progranuiGd  ins  true  tioiii  correspondence  t and  educationa  te  ev  s on« 
consideration  should  he  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self-perceived  educational  needs  of 
managers  and  supervisors. 

For  Business  and  Industry 

1,  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  midd  e 
managers  and  first-line  supervisors,  A large  percentage  do  not  know 
the  policy  of  their  company, 

2,  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education, 

3 The  fact  that  a large  number  of  management  personnel  felt  their 

superiors*  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


30 


4,  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
Industry,  A number  of  the  subjects  vhlch  appear  to  be  an  Intregal 
part  of  modern  management  were  not  perceived  as  needed  by  the  managers 
and  supervisors  who  took  part  in  this  study, 

5,  Since  the  participants  felt  that  the  most  frequent  method  of  obtaining 
new  information  for  updating  was  through  discussion  with  company 
personnel,  the  company  should  be  aware  of  the  great  potential  of  this 
means  of  dissemination  of  information, 

6,  Since  about  four  out  of  ten  managers  are  employed  in  companies 

do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs, 

7,  companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world, 

8,  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1,  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future, 

2,  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1,  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  PRIMARY  METALS  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are; 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  pre- 
vent obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness, 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today *s  highly  competitive  market  improved  efficiency 
becomes  more  important, 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad, 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research, 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide, education  to  meet  such  needs. 
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SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  221  managers  and  supervisors  from  13  companies  in  the  Primary 
Metals  industry  in  Pennsylvania.  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management:  top  management,  middle  management, 

and  first-line  supervision.  Each  questionnaire  listed  courses  in  a number 
of  managerial  areas  pertinent  to  managerial  personnel.  The  respondents 
checked  one  of  three  choices:  ’’Should  Have,”  ’’Could  Use,”  and  ”Don*t  Really 

Need,”  Top  and  middle  management  were  asked  to  indicate  the  courses  that 
represented  educational  needs  of  those  they  supervise  in  addition  to  their 
ovm  needs;  this  was  not  asked  of  first-line  supervision.  Middle  management 
and  first-line  supervision  provided  information  on  their  educational  back- 
ground, methods  of  updating,  and  company  attitudes  toward  education;  this 
was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  nine  were  checked  by  50  percent  or  more  of  top 
managers  as  ’’Should  Have,”  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  14  courses 
were  needed.  (Page  4) 


Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a ’’Should  Have”  need 
for  ten  of  54  listed  courses,  in  the  areas  of  general  management,  behavioral 
science  and  management,  and  communication,  (Page  9 ) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  three  of  the  listed  courses,  (Page  9 ) 

The  educational  level  was  high,  with  48  percent  having  the  bachelor’s 
degree.  Middle  managers  had  used  many  methods  of  instruction  and  sources  of 
information  for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  1/^- 20  ) 


*'  Dubin,  S.S.,  Alderman,  E,,  and  Marlow,  H.L.,  ’’Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,”  The  Pennsyl- 
vania State  University,  1967,  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202 

middle  managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial 
categories  and  eight  sizes  of  companies  were  7*epresented  in  the  study. 
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First-Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  seven  out  of  16  courses.  (Page  22) 

Nine  percent  of  the  supervisors  had  the  bachelor^ s degree.  They  had  used  a 
variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education. 
(Pages  23-27) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Primary  Metals,  55  top  managers  from  13 
companies  completed  the  questionnaire.  Top  managers  were  defined  as 
"senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major 
divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of  50 
percent  or  more  were: 


"Should  Have" 
Percent 


Communication  in  the  Organization 67 

Effective  Written  Communications . 55 

Human  Aspect  of  Management 54 

Industrial  Organization  and  Administration 52 

Managerial  Motivation  52 

Effective  Reading  Skills 52 

Effective  Speaking  51 

Working  Effectively  with  Individuals  and  Groups  51 

Planning  and  Utilization  of  Physical  Facilities  51 
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Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super 
vise  needed  the  following  courses: 


Effective  Speaking  . . . • 

Effective  Written  Communications 

Working  Effectively  with  Individuals  and  Groups 

Communication  in  the  Organization  

Effective  Reading  Skills 

Listening  Skills ! * * 

Performance  Appraisal  and  Counseling  Techniques 

Creativity  and  Innovation  

1-Ianagement  Development 

Human  Aspect  of  Management 

Industrial  Organization  and  Administration.  . . 

Management  Reporting  Systems 

Operations  Planning  and  Control  

Managerial  Motivation  


"Subordinates’ 

Needs" 

Percent 

. 83 

. 81 
. 78 

. 73 

. 71 

. 71 

. 67 

, . 65 

, . 61 

. . 60 

. . 59 

. . 59 

. . 53 

, . 52 


Tables  1 through  10  show  the  extent  of  the  top  managers  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates*  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 


GENERAL  MANAGEIvIENT 
(N«54) 


•’Should  Have”  "Subordinates* 


"Should  Have"  and  "Could  Use" 


Needs" 


Industrial  Organization  and 

Administration  

Management  Reporting  Systems  • 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Overall  Strategy  and  Goals  • • 
Improving  Decision  Making  of 

Managers  

Policy  Formation  ••••••• 

Managing  Major  Change  In 

Organizations  

Effective  Utilization  of  Man- 
power Resources  and 

Allocation  

Impact  of  Computer  Technology. 
Management  of  Research  and 

Development 

Impact  of  Science  and  Techno- 
logy on  Business  Management. 
Ethical  Considerations  in 

Business  

Impact  of  Government  Legis- 
lation and  Controls  on 

Business  

Impact  of  Multinational 
Aspects  of  Planning  and 
Control  


Percent 

Percent 

Percent 

52 

87 

59 

49 

84 

59 

49 

82 

16 

49 

75 

40 

46 

88 

46 

40 

89 

23 

31 

76 

29 

31 

71 

31 

25 

67 

23 

23 

52 

25 

19 

69 

23 

14 

53 

20 

12 

50 

13 

4 

20 

6 

TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«51) 


"Should  Have"  "Subordinates* 
"should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Communication  In  the 

Organization  

Human  Aspect  of  Management  . . 

Managerial  Motivation 

Working  Effectively  with  Indi- 
viduals and  Groups  , . . . . 
Creativity  and  Innovation.  . . 
Political,  Social, and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 


67 

91 

73 

54 

84 

60 

52 

90 

52 

51 

86 

78 

33 

79 

65 

6 

36 

19 

5 


TABLE  3 


COMMUNICATIONS  TECHNIQUES 
(N=53) 


’’Should  Have” 

’’Should  Have” 
and  ’’Could  Use” 

’’Subordinates* 

Needs” 

Percent 

Percent 

Percent 

Effective  Written 

Communications  

55 

85 

81 

Effective  Reading  Skills  • • 

52 

89 

71 

Ef:^ctive  Speaking 

. 51 

83 

83 

Listening  Skills  

46 

81 

71 

TABLE  4 

ECONOMICS 

(N=49) 

’’Should  Have” 

’’Subordinates* 

’’Should  Have” 

and  ’’Could  Use” 

Needs” 

Percent 

Percent 

Percent 

Economic  Trends 

. 22 

59 

16 

Comparative  Economic  Systems 

. 13 

36 

17 

TABLE  5 

QUANTITATIVE  ^METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=48) 

’’Should  Have” 

’’Subordinates  * 

"Should  Have" 

and  ’’Could  Use” 

Needs” 

Percent 

Percent 

Percent 

Statistical  Decision  Theory. 

22 

57 

33 

Survey  Course  on  Quantitative 

Methods 15  59  23 
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TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«52) 


o 


D 


Management  Development  . . . 

Incentives  

Performance  Appraisal  and 
Counseling  Techniques.  . • 
Criteria  and  Selection  of 
Personnel.  ........ 

Personnel  Policy  Affecting 
Wage  and  Salary  Structure. 
Personnel  Policy  Affecting 
Labor-Management  Relations 
Personnel  Policy  Affecting 
Employment  Practices  . . . 


Capital  Budgeting 

Managerial  Accounting  and 

Budgeting  

Fundamentals  of  Financial 
Reporting  and  Statement 
Analysis  ......... 

Financial  Planning  and  Fore- 
casting   


Planning  and  Utilization  of 
Physical  Facilities.  . . 
Operations  Planning  and 

Control 

Operations  Research  Applied  to 
Production  < 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

. 45 

94 

61 

. 44 

88 

40 

42 

88 

67 

. 40 

74 

48 

. 37 

72 

27 

. 33 

71 

40 

. 23 

63 

36 

TABLE  7 

NANCIAL  MANAGEI4ENT 
(N=50) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates' 

Needs" 

Percent 

Percent 

Percent 

. 46 

68 

30 

86 

29 

71 

23 

. 24 

72 

15 

TABLE  8 

CTURING  AND  PRODUCTION 
(N=49) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

51 

72 

47 

41 

68 

53 

to 

52 

35 

er|c 


TABLE  9 


miCETING 

(N=50) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Product  Planning  

, 30 

60 

32 

Pricing • , 

, 26 

60 

26 

Marketing  Research  , . , , , 

. 22 

51 

20 

Logistics  Planning  

, 15 

36 

11 

TABLE  10 

INTERNATIONAL  MANAG 

EMENT 

(N=47) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

International  Understanding, 
International  Economic 

, 4 

34 

6 

Analysis  

, 0 

24 

2 

MIDDLE  MANAGEMENT 

In  the  industrial  category  of  Primary  Metals,  79  middle  managers  from  13 
companies  completed  the  questionnaire.  Middle  managers  were  defined  as 
"personnel  assigned  to  executive  duties  in  the  area  between  senior 
executives  and  supervisors," 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques 
tionnaire  they  "Should  Have,"  "Could  Use,"  and  "Don*t  Really  Need,"  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 
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The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers? 

"Should  Have" 
Percent 

Effective  Communication  in  the  Organization . . . . 80 

Working  Efficiently  with  Individuals  70 

Management  Development 67 

Super«7isory  Training  and  Employee  Development 55 

Listening  Skills  55 

Oral  Presentation  of  Reports 54 

Effective  Reading  Skills  54 

Creativity  and  Innovation . . 52 

Effective  Report  Writing  51 

Business  Letter  Writing  50 

Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  co!\rses: 

"Subordinates  * 
Needs" 
Percent 

Effective  Communication  in  the  Organization  57 

Supervisory  Training  and  Employee  Development 55 

Working  Efficiently  with  Individuals  51 

Tables  11  through  16  present  the  data  on  the  six  general  areas  of  managerial 
responsibility  which  were  answered  by  all  the  middle  managers  in  the  Primary 
Metals  industry. 
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TABLE  11 


GENERAL  MANAGEMENT 
(N=73) 


"Should  Have"  "Subordinates ' 

"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Working  Efficiently  with 

Individuals.  . . ....  • . 

70 

95 

51 

Management  Development  .... 
Supervisory  Training  and 

67 

97 

37 

Employee  Development  .... 
Performance  Appraisal  and 

55 

89 

55 

Counseling  Techniques.  . . . 
Criteria  and  Selection  of 

49 

87 

36 

Personnel  for  Promotion.  • . 
Effective  Utilization  of  Man- 

46 

82 

29 

power  Resources  and 
Allocation  

38 

70 

31 

Analyzing  Organizational 

Behavior  

36 

75 

17 

Principles  and  Analysis  of 

Office  Systems  

Impact  of  Science  and  Tech- 

29 

59 

6 

nology  on  Business 
Management 

27 

71 

26 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
The  Application  of  Information 

26 

61 

9 

Technology  on  Decision 
Making  

23 

49 

15 

Impact  of  Computer  Technology. 
Impact  of  Government  Legis- 

21 

49 

12 

lation  and  Controls  on 
Business  ...  

21 

45 

7 

TABLE  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 

(N=72) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Creativity  and  Innovation.  . . 

52 

82 

34 

Human  Aspect  of  Management  • • 
Understanding  Group  Inter- 

46 

85 

31 

action  and  Behavior 

43 

75 

39 

Management  Psychology 

38 

77 

20 

Industrial  Sociology  

Impact  of  Consumer  Behavior  on 

26 

58 

19 

Management  

Social  and  Cultural  Trends  and 

10 

35 

6 

Their  Impact  on  Business 
Management 

9 

37 

10 

10 


TABLE  13 


, 


COMMUNICATION 


(N=74) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Effective  Communication  in 

the  Organization  

. 80 

98 

57 

Listening  Skills  

. 55 

87 

42 

Effective  Reading  Skills  • • 

. 54 

83 

40 

Oral  Presentation  of  Reports 

. 54 

82 

48 

Effective  Report  Writing  • • 

. 51 

83 

46 

Business  Letter  Writing  • • 

. 50 

80 

44 

Conference  Leadership  • • • 

. 47 

83 

25 

TABLE  14 

ECONOMICS 

(N=69) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Economics  of  Production  and 

Cost 

. 38 

83 

30 

The  Price  Mechanism 

. 19 

68 

13 

Fundamentals  of  Economics.  • 

15 

44 

21 

The  Economic  Systems  of  the 

United  States 

. 12 

38 

11 

Economic  Trends 

. 10 

52 

9 

Economics  of  Technology  and 

Innovation  

. 9 

40 

10 

Comparative  Economic  Systems 

8 

29 

12 

International  Economics,  , • 

4 

20 

4 

11 


TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=68) 


’’Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Improving  Decision  Making 
of  Managers 

38 

78 

18 

Replacement  Management  . • , . 

35 

67 

21 

Inventory  Management  

33 

57 

18 

Statistical  Decision  Theory.  . 

32 

66 

10 

Statistical  Procedures  and 
Methods 

24 

58 

24 

Review  of  Basic  Mathematics.  . 

24 

45 

31 

Applying  Program  Evaluation 
and  Review  Techniques  (PERT) 

21 

49 

10 

Linear  Programming  

18 

34 

9 

Probability  Theory  

16 

41 

15 

Dynamic  Programming 

14 

34 

8 

Analytic  Geometry 

12 

21 

18 

Matrix  Algebra  

11 

17 

6 

Waiting  Lines . . 

9 

27 

5 

Calculus  of  Infinite  Series.  • 

8 

22 

12 

Calculus  of  Finite  Differences 

5 

20 

11 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N=64) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing 
Applying  the  Computer  to 
Problems  of  Business  and 

. 33 

56 

13 

Management  

Fundamentals  of  Programming 

28 

51 

13 

for  Computer  Operations.  . 
Mathematics  for  Digital 

23 

48 

11 

Computers 

. 16 

31 

13 

If  the  manager *8  area  of  major  responsibility  was  not  included  in  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«=26) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

In-plant  Training 

54 

73 

38 

Industrial  Safety  and  Medical 
Services  

50 

55 

9 

Salary  and  Wage 
Administration 

48 

67 

0 

Management  and  Labor 

Relations  

45 

59 

14 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  and  Promotion.  . . 

40 

64 

16 

Maintaining  Efficient  and  Up- 
To-Date  Personnel  Records.  . 

40 

55 

5 

Job  Analysis  and  Job 

Evaluation  Methods  

38 

80 

21 

Employee  Benefit  Plans  .... 

37 

48 

11 

13 


TABLE  18 


V 


FINANCIAL  MANAGEMENT 
(N=18) 

’’Should  Have”  ’’Subordinates’ 
’’Should  Have”  and  ’’Could  Use”  Needs” 


Budgets 

Managerial  Accounting 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  < 

New  Developments  in  Equipment 
Replacement  Policy  • • • • > 
Financial  Planning  and  Fore- 
casting  

Taxes 


Value  Analysis  

Quality  Control 

Maintenance  Planning  and 

Control 

Engineering  Economy 

Automation  

Methods  Analysis  and  Work 
Simplification  o • • • • • • 

Materials  Handling  • 

Production  Planning  and 

Control  Management  

Inventory  Management  

Organization  and  Management  of 
Purchasing  Operations,  • • • 


Percent 

Percent 

Percent 

50 

50 

28 

31 

50 

6 

31 

37 

19 

29 

58 

18 

25 

44 

13 

15 

38 

15 

TABI£  IS 

RING  AND  PRODUCTION 

(N'=52) 

"Should  Have” 

’’Subordinates 

hould  Have” 

and  ’’Could  Use” 

Needs” 

Percent 

Percent 

Percent 

56 

80 

36 

56 

76 

38 

53 

69 

37 

48 

78 

30 

48 

74 

26 

47 

74 

39 

46 

77 

38 

46 

71 

27 

34 

62 

19 

28 

56 

15 

( ') 


14 


er|c 


TABLE  20 


MARKETING 

(N=20) 


’’Should  Have” 

’’Should  Have” 
and  ’’Could  Use” 

’’Subordinates* 

Needs” 

Percent 

Percent 

Percent 

Marketing  Management  

25 

55 

10 

Product  Planning  

21 

68 

11 

Application  of  Management 
Science  and  Computers  to 

Marketing  Problems  

16 

37 

5 

Marketing  Research  

15 

50 

5 

Fundamentals  of  Marketing.  • • 

11 

64 

11 

Fundamentals  of  Pricing.  . . . 

11 

50 

11 

Physical  Distribution  Methods. 

11 

37 

5 

Brand  Marketing 

5 

16 

11 

Packaging  Design  and 

Development 

0 

11 

11 

TABLE  21 

SALES  MANAGEMENT 
(N=19) 

’’Should  Have” 

’’Should  Have” 
and  ’’Could  Use” 

’’Subordinates  ® 
Needs” 

Percent 

Percent 

Percent 

Training  of  Field  Salesmen  • . 
Selection  and  Evaluation  of 

22 

55 

6 

Field  Salesmen  

22 

44 

6 

Supervision  of  Field  Salesmen. 

17 

56 

6 

Compensation  of  Field  Salesmen 

17 

50 

6 

Motivating  Salesmen.  

16 

58 

5 

15 


TABLE  22 


INTERNATIONAL  MANAGEiyiENT 
(N=13) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


"Subordinates’ 

Needs" 

Percent 


Monetary  Exchange  Problems  • . 8 

International  Understanding.  . 0 

Commercial  Policy  and  Trade 

Control 0 

International  Law . 0 

Sources  of  Funds:  Financing  of 
Day-to-Day  Transactions.  . • 0 


British  Commonwealth,  United 
Nations,  including  Inter** 
national  Monetary  Fund  and 
World  Bank  and  Their  Role 

in  World  Trade  0 

United  States  Foreign  Economic 

Policy  0 

International  Economic 

Analysis  0 

Appraising  and  Developing 

Foreign  Markets 0 


8 15 

8 8 


8 8 
8 8 


8 


8 


0 8 
0 8 


0 


8 


0 


8 


TABLE  23 


RESEARCH  AND  DEVELOPMENT 
(N«20) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Guidelines  for  Selecting  and  . 

Percent 

Percent 

Percent 

Appraising  New  Projects.  • . 
Planning  Budgeting  and  Control 

30 

40 

20 

of  Projects 

Evaluation  of  the  Research  and 

26 

31 

16 

Development  Programs  . • . • 
Supervision  and  Management  of 

22 

39 

17 

Research  Ser>/lces 

Building  Research  and 

11 

37 

21 

Development  Teams 

11 

32 

21 

Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 

Thirty-four  percent  (N=26)  of  the  7S  middle  managers  were  AO  years 
of  age  or  younger » This  means  that  they  have  at  least  25  more 
years  of  productive  employment.  Ninety-one  percent  (N=72)  had  com- 
pleted high  school,  A8  percent  (N=38)  had  the  bachelor*s  degree, 
and  four  percent  (N=3)  had  the  master’s  degree.  No  one  had  the 
doctorate.  Four  percent  (N=3)  went  to  business  school  and  ten 
percent  (N-8)  went  to  trade  school.  The  major  fields  of  study  for 
the  undergraduate  and  graduate  degrees  are  given  below; 


TABLE  2A 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor’s  Master’s 


Business  Administration 
Education  «•••••• 

Engineering  

Liberal  Arts 

Mineral  Industries.  . . 

Psychology 

Other  (not  specified)  . 


1 

1 

1 

0 

0 

0 

0 


Total 


38  3 


The  major  areas  of  work  for  the  middle  managers  in  the  Primary  Metals 
industry  are  shown  below: 


TABLE  25 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration 

Engineering  

Finance  

Industrial  Relations 

Maintenance  ••••••••• 

Manufacturing  

Marketing  and  Sales  

Production  Control  — Records 
Other  (not  specified)  • • • • 


16 

15 

A 

A 

5 

20 

9 

A 

1 


21 

19 

5 

5 

6 

26 

12 

5 

1 


Total 


78  100 
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Methods  of  Updating 

Sixty-five  percent  (N*51)  of  the  middle  managers  would  take  a credit 
course  and  81  percent  (N=63)  would  take  a non-credit  course  if  they 
were  offered  locally. 

Two  managers  were  currently  enrolled  for  the  bachelor *s  degree.  Six 
managers  planned  to  enroll:  two  for  the  associate  degree,  three  for 

the  master*s,  and  one  for  the  doctorate.  Of  the  eight  who  were  en- 
rolled or  planned  to  enroll,  the  major  fields  of  study  were  three  in 
business  administration,  two  in  engineering,  and  one  in  another  field 
which  was  not  specified. 

Seventy-]Pive  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 
Managers  Managers 

Don*t  have  the  time 22  37 

Live  too  far  from  educational  center.  ...  8 14 

Not  interested • 7 12 

Job  demands  no  more  education  3 5 


Cannot  afford  it 3 j 

Can  do  better  on  my  own 3 5 

Not  a high  school  graduate 3 5 

Other  (not  specified) 10  1^ 

Total 59  100 


The  variety  of  educational  methods  used  by  middle  managers  for  up 
dating  within  the  past  four  years  follows: 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

<N*=79) 


Number  Percent 
Managers  Managers 


Attendance  at  regional  or  national  meetings 

of  professional  societies 

Workshops  or  seminars  on  managerial  topics  • . 

Company  in-service  training  courses 

Managerial  development  within  company 

Short  refresher  courses  at  colleges  or 

universities  •• 

Correspondence  courses  ....... 

Television  courses  •• 

Workshops  or  seminars  in  liberal  arts 

or  humanities * 


39 

29 

23 

21 

9 

7 

6 

3 


49 

37 

29 

27 

11 

9 

8 

4 


18 


Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments#  Table  28  lists  these  sources* 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=78) 


Percent 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  • • 
Subordinate- superior  discussions 

or  meetings » » . 

Manufacturer *s  literature.  • • . • 

Management  j ournals 

Technical  books,  reports, 

abstracts,  and  indexes  

Scientific  and  technical 

journals 

Business  reports  

Lectures,  conferences,  work- 
shops, and  seminars 

Professional  society  meetings.  . • 
Company  in-service  courses  . . . . 

Use  of  consultants  

College  and  university  evening 

courses  

College  and  university  day 
courses 


0) 


Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

Would  Use 
If  Availabl 

74 

24 

1 

0 

1 

58 

31 

0 

7 

4 

58 

31 

6 

1 

4 

44 

37 

10 

8 

1 

37 

46 

9 

5 

3 

34 

30 

26 

9 

1 

32 

46 

17 

4 

1 

27 

47 

15 

8 

3 

21 

27 

23 

13 

16 

17 

45 

21 

13 

4 

17 

19 

19 

21 

38 

4 

21 

33 

36 

6 

1 

, 6 

6 

56 

31 

0 

3 

3 

84 

10 

Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses,  (Table  29) 
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TABLE  29 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«79) 


Number  Percent 
Managers  Managers 


Correspondence  courses  41  52 

Programmed  Instruction . . . 34  43 

Educational  television  29  37 

Courses  recorded  on  tapes 10  13 

Courses  recorded  on  records < 9 11 

Two-way  radio  courses 7 9 

Two-way  telephone  courses 5 6 

Other  (not  specified).  6 8 


Company  Attitudes  Toward  Education 

Of  the  76  managers  responding  to  a question  on  the  attitude  of  their 
Immediate  superior  toward  continuing  their  education,  42  percent 
(N®32)  said  the  superior  encouraged  them  and  55  percent  (N*42)  said 
the  superior  was  noncommittal.  Three  percent  (N®2)  said  the 
superior  discouraged  them. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities,  as  noted 
below: 


TABLE  30 


MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N=73) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Attend  company  training 

Percent 

Percent 

Percent 

Percent 

courses  

Attend  professional 

82 

3 

1 

14 

meetings 

Hold  office  in 

81 

14 

1 

4 

professional  societies. 
Attend  seminars  and  work- 
shops away  from  the 

67 

23 

0 

10 

company  

Write  technical  and  pro- 

64 

21 

1 

14 

fessional  papers.  . • . 

55 

25 

1 

19 

Enroll  for  advanced  work. 
Educational  leave  of 

53 

22 

3 

22 

absence  

4 

14 

21 

61 

Forty-five  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  50  percent 
were  not,  and  five  percent  did  not  know.  Forty- two  percent  said 
tile  training  was  entirely  on  company  time,  30  percent  said  it  was 
partly  on  company  time,  ten  percent  said  it  was  not  on  company  time, 
and  18  percent  did  not  know. 

Sixty- five  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Twenty-two  percent  said  it  did  not  and  13  percent 
did  not  know.  Sixty- two  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company, as  indicated  by  the 
47  managers  who  responded  to  this  question,  follows; 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 

All  or  almost  all ^ 


About  3/4 5 

About  2/3 5 

About  1/2 20 

About  1/3 1 

Less  than  1/3 1 

Don’t  know 6 

Total ^7 


The  following  table  Shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work: 

TABLE  32 

I^AXIICM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Managers 


More  than  $300  ii 

251  - 300 2 

201  - 250 0 

151  - 200,  2 

101-150 2 

51  - 100 * . • 3 

50  or  less ^ 

Don’t  know 26 

Total 


21 


Vlhen  asked  about  the  effect  of  available  company  educational  assis- 
tance In  motivating  them  to  undertake  further  education,  26  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  23 
percent  said  It  had  partially  Influenced  them,  and  51  percent  said 
It  had  no  effect.  There  Is  an  Inconsistency  here:  v;hlle  49  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
only  two  persons  were  actually  enrolled  and  six  were  planning  to 
enroll.  However,  some  who  had  completed  their  educational  objectives 
may  have  been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  Industrial  category  of  Primary  Metals,  87  first- line  supervisors 
from  13  companies  completed  the  questionnaire.  First- line  supervisors 
were  defined  as  “those  whose  major  activities  have  to  do  with  supervisory 
and  foreman  activities."  The  supervisors  responded  to  a listing  of  16 
course  titles  In  the  area  of  supervisory  responsibility.  They  provided 
information  on  their  personal,  educational,  and  professional  background, 
methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 


The  87  first- line  supervisors  in  the  category  of  Primary  Metals  were  asked 
to  Indicate  which  of  the  16  courses  listed  In  the  questionnaire  they 
"Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need,"  The  following  courses 
were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors; 

"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job 70 

Leadership 63 

Communications 57 

Inter-Departmental  Cooperation  54 

Decision  Making * 54 

Human  Aspect  of  Management  . 53 

The  Tools  and  Techniques  of  Effective  Supervision 51 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 
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TABLE  33 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(N:=87) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


No, 

% 

No, 

7, 

Principles  of  Supervision 

Fundamentals  of  the  Supervisorfe  Job,  , , 

61 

70 

79 

91 

Decision  Making 

46 

54 

74 

87 

Inter-Departmental  Cooperation  

45 

54 

71 

85 

The  Tools  and  Techniques  of  Effective 
Supervision  ,,,,o,,«  

43 

51 

69 

82 

Supervisor’s  Role  in  Employee  Discipline 

39 

47 

69 

83 

Supervisor’s  Role  in  Company  Economics  , 

37 

45 

68 

82 

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  , , , 

36 

43 

67 

80 

Safety  

35 

42 

68 

81 

Employee  Training 

23 

27 

61 

72 

The  Supervisor  and  the  Union 
Grievance  Procedure  and  Arbitration  , , 

31 

37 

if, 

64 

77 

Labor  Relations 

25 

30 

59 

71 

Labor  Relations  Legislation 

12 

15 

39 

48 

Developing  Those  We  Supervise 

Leadership 

53 

63 

73 

87 

Communications  

48 

57 

73 

Human  Aspect  of  Management  ,,,,,,, 

45 

53 

76 

89 

Developing  the  Work  Team  ,,,,,,,, 

30 

35 

67 

79 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

Forty  percent  (N=35)  of  the  first- line  supervisors  were  40  years  of 
age  or  younger.  Seventy-six  percent  (N=65)  were  high  school  graduate 
nine  percent  (N=8)  had  the  bachelor’s  degree,  and  ho  one  had  the 
master’s  degree  or  the  doctorate.  Ten  percent  (N=9)  had  gone  to 
business  school  and  13  percent  (N=ll)  to  trade  school.  The  major 
fields  of  study  are  Indicated  In  the  following  table: 


TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number 

Bachelor’s 


Architecture 1 

Business  Administration  1 

Education 1 

Engineering  4 

Mineral  Industries 1 

Total 8 


Below  is  a listing  of  the  major  areas  of  work  for  the  first- line 
supervisors  in  the  Primary  Metals  industry: 


TABLE  35 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Supervisors  Supervisors 


Administration,  , , , 6 7 

Engineering 8 10 

Finance 1 i 

Industrial  Relations 1 i 

Maintenance  ,,,,,  9 n 

Manufacturing 33  39 

Marketing  and  Sales 2 2 

Production  Control  — Records  9 11 

Purchasing  and  Procurement 2 2 

Service  (yard  and  labor  personnel, etc.)  7 8 

Traffic  and  Transportation 3 4 

Other  (not  specified) 3 4 

Total 84  100 


Methods  of  Updating 

Fifty- seven  percent  (N=49)  of  the  first- line  supervisors  would  take 
a credit  course  and  81  percent  (N=70)  would  take  a non-credit  course 
if  they  were  offered  locally. 
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Two  of  the  supervisors  v/ere  currently  enrolled  for  the  bachelor *s 
degree.  Six  planned  to  enroll:  two  for  the  associate  degree,  three 

for  the  bachelor’s,  and  one  for  the  master’s.  The  major  fields  of 
study  were:  six  in  business  administration,  one  in  education,  one 

in  engineering,  one  in  law,  and  one  in  another  field  which  was  not 
specified. 

For  the  68  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated: 

TABLE  36 

REASONS  FOR  NOT  UITOERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number 

Supervisors 


^rcent 

Supervisors 


Don’t  have  the  time 22 

Cannot  afford  it 13 

Live  too  far  from  educational  center  . 8 

Not  a high  school  graduate  7 

Job  demands  no  more  education 3 

Not  interested 2 

Can  do  better  on  my  own 1 

Other  (not  specified) 12 


33 

19 

12 

10 

4 

3 

1 

18 


Total 


68  100 


First- line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 


TABLE  37 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N«87) 


Number  Percent 

Supervisors  Supervisors 


Managerial  development  within  company  . . 23  26 

Company  in-service  training  courses  ...  22  25 

Workshops  or  seminars  on  managerial 

topics 18  21 

Correspondence  courses 18  21 

Attendance  at  regional  or  national 

meetings  of  professional  societies.  . . 15  17 

Television  courses 6 7 

High  school  courses  to  improve  job 

performance 2 2 

Short  refresher  courses  at  colleges 

or  universities  1 1 


O 

er|c 
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The  sources  of  information  used  by  first- line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  38 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=80) 


Percent 


0) 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  . . 
Subordinate- superior  discussions 

or  meetings  

Manufacturer's  literature.  . . . • 

Management  journals  

Use  of  consultants  

Scientific  and  technical  journals  . 
Technical  books,  reports, 

abstracts,  and  indexes  

Lectures,  conferences,  workshops, 
and  seminars 

Professional  society  meetings  . . . 
Company  in-service  courses  . . . . 

Business  reports  

College  and  university  evening 

courses  . 

College  and  university  day 
courses.. 


Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  AvailabL 

53 

41 

4 

1 

1 

49 

39 

5 

1 

6 

48 

41 

4 

4 

3 

26 

41 

15 

9 

9 

22 

38 

13 

13 

14 

15 

21 

13 

45 

6 

14 

35 

22 

21 

8 

11 

42 

21 

15 

11 

11 

27 

26 

19 

17 

8 

14 

19 

55 

4 

8 

11 

15 

21 

45 

5 

37 

30 

20 

8 

1 

4 

7 

66 

22 

0 

1 

4 

84 

11 

First- line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation. 
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TABLE  39 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«^87) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  « 52 

Programmed  instruction  47 

Educational  television  * 28 

Courses  recorded  on  tapes * 15 

Courses  recorded  on  records 14 

Two'way  radio  courses*  ••••••»•  4 

T\7o-way  telephone  courses 1 

Other  (not  specified) 3 


60 

54 

32 

17 

16 

5 

1 

3 


Company  Attitudes  Toward  Education 

A total  of  81  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  edu- 
cation. Forty-seven  percent  (N=38)  said  the  superior  encouraged 
them;  53  percent  (N=43)  said  he  was  noncommittal,  and  no  one  said 
he  discouraged  him. 


The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  a lack  of  policy  or  a lack  of 
communication. 


TABLE  40 

SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N=82) 


Encourages  Noncommittal  Discourages  Do  Not  Know 


Attend  company  training 
courses 

Percent 

77 

Percent 

5 

Percent 

0 

Percent 

18 

Attend  professional 
meetings  

67 

6 

0 

27 

Enroll  for  advanced  work 

60 

10 

1 

29 

Hold  office  in  pro- 
fessional societies.  • 

49 

11 

0 

40  . 

Attend  seminars  or  work- 
shops away  from  the 
company 

43 

10 

0 

47 

Write  technical  and  pro- 
fessional papers  . . • 

38 

7 

0 

55 

Educational  leave  of 
absence 

4 

4 

5 

87 

27 


Thirty-one  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  57  percent 
said  their  company  did  not  provide  it  and  12  percent  did  not  know. 
Twenty-nine  percent  said  the  training  was  completely  on  company  time 
35  percent  said  it  was  partly  on  company  time,  two  percent  said  it 
was  entirely  on  the  men’s  own  time,  and  34  percent  did  not  know. 

Forty- four  percent  reported  that  their  company  had  an  educational 
assistance  plan;  36  percent  said  it  did  not,  and  20  percent  did  not 
know.  Forty-three  pe-.cent  said  the  course  must  be  Job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
33  supervisors  who  answered  this  question,  is  shown  in  the  table 
below: 


TABLE  41 

PROPORTION  OF  TUITION  PAD) 


Number 

Supervisors 


All  or  almost  all 3 

About  3/4 3 

About  2/3 0 

About  1/2 . . 9 

About  1/3 0 

Less  than  1/3 * 0 

Don't  know 16 

Total * 33 


Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 

TABLE  42 

MAXniUM  AMOUNT  OF  TUITION 

paid  per  year 


Number 

Supervisors 


More  than  $300  3 

251  - 300 0 

201  - 250 0 

151  - 200 X 

101-150 0 

51  - 100 0 

50  or  less ^ 

Don't  know ...» 27 


Total 


31 


When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  29  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  42  percent  said  it 
partially  influenced  them,  and  29  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  71  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  only  two  of  the  87  respondents  were 
actually  enrolled  and  six  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  PRIMARY  METALS 
INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Primary  Metals  as  compared  with  needs  of  those  in  business  and  industry 
as  seen  in  the  total  report,  '’Managerial  and  Supervisory  Educational  Needs 
of  Business  and  Industry  in  Pennsylvania,"  were  relatively  higher  and  more 
numerous,  except  for  those  supervised  by  middle  management. 


Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers; 

"Should  Have" 
Percent 

Primary  Total 

Metals  Report 

^ N=55  K=705 


Communication  in  the  Organization.  67  59 

Effective  Written  Communications  ....  55  50 

Human  Aspect  of  Management  54  * 

Industrial  Organization  and  Administration  52  * 

Managerial  Motivation 52  * 

Effective  Reading  Skills  52  * 

Effective  Speaking  51  50 

Working  Effectively  with  Individuals  and  Groups.  . , 51  * 

Planning  and  Utilization  of  Physical  Facilities,  , , 51  * 

Management  Development * 53 

Long-range  Planning  and  Forecasting  for 

Corporate  Growth * 50 

Overall  Strategy  and  Goals * 50 


* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 


’’Subordinates* 

Needs” 

Percent 

Primary  Total 

Metals  Report 

N*55  N'=705 


Effective  Speaking • 83  67 

Effective  Written  Communications  81  74 

Working  Effectively  with  Individuals  and  Groups,  « 78  66 

Communication  in  the  Organization 73  65 

Effective  Reading  Skills  71  62 

Listening  Skills 71  62 

Performance  Appraisal  and  Counseling  Techniques.  . 67  57 

Creativity  and  Innovation 65  * 

Management  Development  61  56 

Human  Aspect  of  Management 60  54 

Management  Reporting  Systems  59  * 

Industrial  Organization  and  Administration  ....  59  * 

Operations  Planning  and  Control 53  * 

Managerial  Motivation 52  * 


* Less  than  50  percent 
Middle  Management 

Of  the  54  subjects  liuted,  50  percent  or  more  of  the  middle  managers  in 
Primary  Metals  and  in  the  total  report  indicated  a ’’Should  Have”  need  for 
the  following: 

’’Should  Have” 

Percent 

Primary  Total 

Metals  Report 

N«79  N*=l,202 


Effective  Communication  in  the  Organization,  • • • 80  64 

Working  Efficiently  with  Individuals • 70  65 

Management  Development 67  66 

Supervisory  Training  and  Employee  Development*  , • 55  53 

Listening  Skills 55  * 

Oral  Presentation  of  Reports • • • 54  * 

Effective  Reading  Skills  54  * 

Creativity  and  Innovation 52  * 

Effective  Report  Writing  31  * 

Business  Letter  Writing 50  * 


* Less  than  50  percent 
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c: 


Subjects  which  50  percent  or  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  were: 

"Subordinates* 

Needs" 

Percent 


Primary  Total 

Metals  Report 

N«79  *“  N=1,,2G2 

Effective  Communication  in  the  Organization  ...  57  56 

Supervisory  'Training  and  Employee  Development*  . . 55  61 

Working  Efficiently  with  Individuals 51  62 

Listening  Skills  * 50 


* Less  than  50  percent 
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First-Line  Supervision 

Fifty  percent  or  more  of  the  first- l*ne  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job  

Leadership  . • 

Communications  

Decision  Making 

Inter-Departmental  Cooperation  

Human  Aspect  of  Management  

The  Tools  and  Techniques  of  Effective  Supervision. 


Primary 

Total 

Metals 

Report 

N«87 

N=l,713 

70 

64 

63 

57 

57 

51 

54 

54 

54 

* 

53 

53 

51 

55 

* Less  than  50  percent 


RECOMMENDATIONS 


For  the  total  report,  ’'Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recosunendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications- 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  —•  was  strong  for  all  three  level  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

« 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels  of 
management,  and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first-line  supervisors  said  they  would  take 
courses  by  programmed  inc> true t ion,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 


1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first- line  supervisors.  A large  percentage  do  not 
know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  Increasing  complexity  of  modern  business  and 
Industry.  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and  other 
educational  activities  provided  by  his  company  which  may  aid  him  in 
meeting  his  educational  objectives. 

For  Professional  Associations 


1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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M/^NA6ERUL  AND  SUPERVISORY  EDUCATIONAL  NEEDS  IN  THE 
PROFESSIONAL,  SCIENTIFIC,  AND  CONTROLLING  INSTRUMENTS 
INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  Increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long*range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 
of  work,  and  in  today's  highly  competitive  market  improved 
efficiency  becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PRCXJEDURES 


This  report  Is  a specific  segment  of  a larger  study,*  and  is  based  on 
responses  from  127  managers  and  supervisors  from  seven  companies  in  the 
Professional,  Scientific,  and  Controlling  Instruments  Industry  in  Pennsyl- 
vania, The  survey  utilized  three  questionnaire  forms,  one  for  each  level 
of  management,  top  management,  middle  management,  and  first-line  super- 
vision, Each  questionnaire  listed  courses  in  a number  of  managerial  areas 
pertinent  to  managerial  personnel.  The  respondents  checked  one  of  three 
choices;  "Should  Have,"  "Could  Use,"  and  "Don't  Really  Need,"  Top  and 
middle  management  \jere  asked  to  indicate  the  courses  that  represented 
educational  needs  of  those  they  supervise  in  addition  to  their  own  needs; 
this  was  not  asked  of  first-line  supervision.  Middle  management  and  first- 
line  supervision  provided  information  on  their  educational  background, 
methods  of  updating,  and  company  attitudes  toward  education;  this  was  not 
asked  of  top  management, 

SUMMARY 

Tod  Management 

Of  48  courses  listed  three  xiere  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have,"  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  four 
courses  were  needed,  (Page  3) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  six  courses  in  the  areas  of  general  management,  behavioral  science  and 
management,  and  communication,  out  of  54  courses  listed  in  six  areas, 

(Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  only  one  of  the  listed  courses,  (Page  8) 

The  educational  level  was  very  high,  with  76  percent  having  the  bachelor's 
degree.  Middle  managers  had  used  many  methods  of  instruction  and  sources 
of  information  for  updating,  and  reported  generally  favorable  attitudes 
toward  education  on  the  part  of  their  companies,  (Pages  15-18) 


* Dubln,  S,S,,  Alderman,  E,,  and  Marlow,  H,L,,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey;  705  top  managers,  1,202  middle 
managers,  and  1,713  first-line  supervisors.  Twenty-two  Industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  this  study. 
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First-Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  two  of  16  courses.  (Page  20) 

Fourteen  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information, 
and  thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  21-25) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Professional,  Scientific,  and  Controlling 
Instruments,  12  top  managers  from  seven  companies  completed  the  questionnaire. 
Top  managers  were  defined  as  "senior  executives  who  direct  an  enterprise  as 
a whole  or  who  head  the  major  divisions," 

Educational  Needs  Within  Areas  of  Managerial  Res  pons  ibUlty. 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of; 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  Indicated  a "Should  Have"  need  of  50 
percent  or  more  were: 


Product  Planning 

Effective  Reading  Skills 58 

Improving  Decision  Making  of  Managers  50 

Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses; 


^Should  Have" 
Percent 


"SuVSordinates  * 
Needs" 


Percent 


Effective  ^^itten  Communications 

Working  Effectively  with  Individuals  and  Groups  , . 

Creativity  and  Innovation  ...  

Management  Development 


58 

55 

55 

50 


o 
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Tables  1 through  10  sho^7  the  extent  of  the.  top  managers*  needs  for  each 
subject  listed,  ranlced  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates'  Needs"  column  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 

TABLE  1 

GENERAL  MANAGEMENT 
(N»12) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Improving  Decision  Making  of 

Managers  

Industrial  Organization  and 

Administration  . . 

Impact  of  Computer  Technology, 
Management  of  Research  and 

Development 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 
Effective  Utilization  of  Man- 
power Resources  vend  Allocation 

Policy  Formation . 

Management  Reporting  Systems  . 
Overall  Strategy  and  Goals  . . 
Ethical  Considerations  in 
Business 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . 
Impact  of  Science  and  Technology 
on  Business  Management  . • . 
Managing  Major  Change  in 

Organizations 

Impact  of  Multinational  Aspects 
of  Planning  and  Control.  . . 


Percent 

Percent 

Percent 

50 

67 

33 

45 

81 

36 

42 

67 

8 

40 

50 

40 

33 

75 

25 

33 

58 

17 

25 

75 

42 

25 

75 

33 

25 

75 

8 

25 

58 

17 

25 

50 

25 

17 

67 

25 

17 

42 

17 

17 

34 

0 

TABLE  2 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N=12) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Communication  in  the 

Organization  

42 

67 

33 

Creativity  and  Innovation.  . . . 
Working  Effectively  with 

36 

81 

55 

Individuals  and  Groups  .... 

36 

72 

55 

Managerial  Motivation 

33 

66 

8 

Human  Aspect  of  Management  . . . 
Political,  Social,  and  Cultural 

33 

50 

25 

Trends  and  Their  Impact  on 
Business  Management 

9 

4 

18 

0 
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TABLE  3 
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COMMUNICATIONS  TECHNIQUES 
(N“12) 


''Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


percent 

l*ercent 

Percent 

Effective 

Reading  Skills  .... 

58 

91 

42 

Effective 

Written  Communications 

33 

66 

58 

Listening 

Skills  

25 

58 

33 

Effective 

Speaking  

17 

59 

33 

TABLE  4 

ECONOMICS 

(N*12) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use'*  Needs" 

Percent  Percent  Percent 

Economic  Trends 25  50  8 

Comparative  Economic  Systems  . • 17  25  0 


TABLE  5 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«12) 


"Should  Have"  "Subordinates’ 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 

Survey  Course  on  Quantitative 

Methods 33  58  25 

Statistical  Decision  Theory,  , , 17  59  17 


O 


TABLE  6 


INDUSTRIAL  REUTIONS  AND  PERSONNEL  MANAGEMENT 


(N*12) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

percent 

Percent 

Incentives 

. . 42 

75 

Personnel  Policy  Affecting  Wage 

67 

and  Salary  Structure  , , , 

. . 42 

Management  Development  • • • 

. . 33 

66 

Performance  Appraisal  and 

Counseling  Techniques.  . . 

33 

66 

Criteria  and  Selection  of 

Personnel 

. . 25  . 

50 

Personnel  policy  Affecting 

Employment  Practices  , , • 

. . 18 

54 

Personnel  Policy  Affecting 

Labor -Management  Relations 

00 

• 

• 

54 

TABLE  7 

FINANCIAL  MANAGEMENT 

(N“ll) 

"Should  Have" 

"Should  Have" 

and  "could  Use” 

percent 

Percent 

Financial  Planning  and 

Forecasting 

. . 36 

72 

Fundamentals  of  Financial 
Reporting  and  Statement 

. . 27 

54 

Capital  Budgeting 

. . 27 

54 

Managerial  Accounting  and 

Budgeting 

. . 18 

82 

TABLE  8 

MANUFACTURING  AND  PRODUCTION 
(N*li) 


"Should  Have" 

'♦should  Have"  and  "Could  Use" 
percent  Percent 


Operations  Planning  and  Control,  36  63 

Planning  and  Utilization  of 

Physical  Facilities 36  63 

Operations  Research  Applied  to 

Production 16 


"Subordinates ' 
Needs" 
percent 

0 ^ 

25 

50 

42 

25 

36 

27 


"Subordinates' 

Needs" 

Percent 


9 


36 

18 

45 


"Subordinates* 

Needs" 

Percent 

27 

18 

27 


6 


TABLE  9 


MARKETING 

(N*12) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

percent 

Percent 

Product  Planning  . . 

. . 58 

91 

25 

Pricing.  ...... 

66 

25 

Marketing  Research  . 

. . 25 

67 

0 

Logistics  Planning  . 

. . 0 

25 

0 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

(N-12) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

percent 

Percent 

International  Understanding. 

0 

33 

8 

International  Economic  Analysis.  0 

25 

0 

MIDDLE  MANAGEMENT 

In  the  Industrial  category  of  Professional,  Scientific,  and  Controlling 
Instruments,  46  middle  managers  from  seven  companies  completed  the  question 
nalre.  Middle  managers  vere  defined  as  "personnel  assigned  to  executive 
duties  In  the  area  between  senior  executives  and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  Indicate  which  of  the  54  courses  listed  In  the  ques~ 
tlonnalre  they  "Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need,"  They 
were  also  asked  to  Indicate  the  courses  needed  by  those  they  supervise. 
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The  following  courses  were  rated  ’’Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


’’Should  Have’’ 
Percent 


Management  Development.  , 77 

Effective  Communication  in  the  Organization  • 73 

Creativity  and  Innovation  ••••  67 

Working  Efficiently  with  Individuals 60 

Oral  Presentation  of  Reports 55 

Performance  Appraisal  and  Counseling 

Techniques 31 


The  only  course  which  50  percent  or  more  of  the  middle  managers  thought  those 
they  supervise  needed  was  Effective  Communication  in  the  Organization  at  52 
percent , 

Tables  11  through  16  present  the  data  on  the  six  general  areas  of  managerial 
responsibility  which  were  answered  by  all  the  middle  managers  in  the 
Professional,  Scientific,  and  Controlling  Instruments  category. 

TABLE  11 

GENERAL  MANAGEMENT 
(N=45) 


’’Should  Have"  "Subordinate* 
"Should  Have"  and  "Could  Use"  Needs"  __ 


Percent 

Percent 

Percent 

Management  Development  

77 

96 

33 

Working  Efficiently  with 

Individuals.  . . 

60 

100 

49 

Performance  Appraisal  and 

Counseling  Techniques 

51 

81 

30 

Supervisory  Training  and 
Employee  Development  

45 

83 

45 

Criteria  and  Selection  of 

Personnel  for  Promotion.  . . . 

45 

74 

33 

Effective  Utilization  of 
Manpower  Resources  and 
Allocation  . , 

36 

65 

27 

Analyzing  Organizational 

Behavior * . 

34 

70 

27 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 

32 

64 

16 

Impact  of  Science  and  Technology 
on  Business  Management  . . . « 

29 

79 

17 

The  Application  of  Information 
Technology  on  Decision  Making. 

24 

62 

17 

Impact  of  Computer  Technology.  . 

23 

65 

23 

Principles  and  Analysis  of 
Office  Systems . • 

19 

56 

21 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

18 

52 

14 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N=43) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

percent 

Percent 

Crei»t:ivity  and  Innovation.  , • . 

67 

91 

40 

Human  Aspect  of  Management  . . . 

40 

77 

28 

Management  Psychology,  , , , , , 

30 

74 

16 

Understanding  Group  Interaction 
and  Behavior  . 

26 

Ik 

19 

Industrial  Sociology  , 

9 

51 

14 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  • • . • ^ • 

/ 

31 

12 

Impact  of  Consumer  Behavior  on 
Management  

5 

26 

10 

: 

i 


TABLE  13  i 

j 

COMMUNICATION 

(N“45)  I 

"Should  Have"  "Subordinates' 

"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

percent 

Effective  Communication  in  the 

Organization  

. 73 

96 

52 

Oral  Presentation  of  Reports  . 

. 55 

82 

41 

Conference  Leadership 

. 47 

84 

16 

Effective  Reading  Skills  . . « 

. 44 

81 

42 

Listening  Skills  . . 

. 42 

77 

37 

Effective  Report  Writing  , , , 

. 38 

78 

40 

Business  Letter  Writing.  . . . 

. 30 

71 

41 

U 

er|c 


TABLE  14 


ECONOMICS 

(N*43) 


The  Price  Mechanism 

Economics  of  Production  and 

Cost 

Fundamentals  of  Economics.  . 
Economics  of  Technology  and 

Innovation  

The  Economic  Systems  of  the 

United  States 

Economic  Trends . 

Comparative  Economic  Systems 
International  Economics.  . . 


Improving  Decision  Making  of 

Managers . • 

Applying  Program  Evaluation  i 
Review  Techniques  (PERT)  »» 
Statistical  Procedures  and 

Methods 

Statistical  Decision  Theory. 
Inventory  Management  .... 
Replacement  Management  . . . 

Probability  Theory  

Matrix  Algebra 

Review  of  Basic  Mathematics. 

Calculus  of  Finite  Differenc< 

Linear  Programming  

Calculus  of  Infinite  Series. 

Waiting  Lines 

Dynamic  Programming 

Analytic  Geometry.  . . , . . 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

percent 

, . 40 

66 

16 

. . 37 

77 

19 

. . 19 

52 

28 

. . 14 

51 

5 

. . 12 

47 

14 

. . 9 

46 

9 

. . 7 

33 

9 

. . 7 

28 

5 

TABLE  15 

APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N»43) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "could  Use" 

Needs" 

percent 

Percent 

Percent 

. . 49 

79 

14 

nd 

. . 38 

81 

29 

. . 38 

76 

19 

• . 24 

64 

7 

. . 23 

53 

14 

. . 21 

54 

19 

. . 21 

43 

12 

. . 17 

43 

17 

. . 17 

29 

26 

s . 16 

39 

12 

. . 14 

43 

12 

. . 14 

28 

14 

. . 12 

31 

7 

. . 10 

39 

10 

5 

20 

7 

TABLE  16 


COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N»43) 


"Should  Have" 

"should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Applying  the  Computer  to 
Problems  of  Business  and 

Percent 

Percent 

Percent 

Management • • • • 

33 

56 

23 

Data  Systems  and  Processing.  . . 

23 

60 

21 

Mathematics  of  Digital  Computers 
Fundamentals  of  Programming  for 

15 

48 

18 

Computer  Operations 

14 

59 

21 

I£  the  manager's  area  of  major  responsibility  v&s  not  included  in  the 
preceding  six,  he  uas  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  v7ork.  These  luiere: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  shox^  the  responses  for  these  special 
fields  of  work: 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N=14) 


"Should  Have" 

"Should  Have" 
and  "could  Use" 

"Subordinates 

Needs" 

Job  Analysis  and  Job  Evaluation 

Percent 

Percent 

Percent 

Methods • • 

54 

92 

15 

Management  and  Labor  Relations  . 

54 

85 

15 

Employee  Benefit  Plans  * . • . . 
Recruiting,  Interviewing, 
Selection,  Assessment  of 

42 

67 

8 

Personnel  and  Promotion.  . . . 

36 

86 

21 

In'plant  Training. 

31 

69 

31 

Salary  and  Wage  Administration  . 
Maintaining  Efficient  and  Up-To- 

29 

72 

7 

Date  Personnel  Records  .... 
Industrial  Safety  and  Medical 

15 

53 

15 

Services  

8 

70 

38 

11 


TABLE  18 


FINANCIAL  NANAGENENT 
(N=12) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates* 

Needs" 

Percent 

Percent 

Percent 

Fundamentals  of  Financial 

Reporting  and  Statement 

Analysis  

. 64 

91 

18 

Managerial  Accounting 

. 55 

73 

27 

Budgets . 

. 50 

75 

25 

Taxes.  « , . 

. 40 

80 

40 

New  Developments  in  Equipment 

Replacement  Policy  

. 40 

80 

30 

Financial  Planning  and  Fore** 

casting • • 

. 36 

63 

9 

TABLE  19 

MANUFACTURING  AND  PRODUCTION 

(H-18) 

"Should  Have" 

"Subordinates' 

I 

'Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Automation  

. 69 

88 

38 

Methods  An?lysis  and  Work 

Simplification 

. 56 

87 

44 

Value  Analysis  

. 50 

88 

38 

Materials  Handling 

. 50 

81 

50 

Maintenance  Planning  and  Control  50 

75 

31 

Engineering  Economy 

. 44 

83 

28 

Organization  and  Management  of 

Purchasing  Operations.  . . . 

. 41 

88 

29 

Quality  Control 

. 39 

78 

22 

Production  Planning  and  Control 

Management  

. 31 

94 

38 

Inventory  Management  

. 29 

82 

24 

o 
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TABLE  20 


MARKETING 

(N=13) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Product  Planning  

54 

77 

Fundamentals  of  Pricing.  .... 

46 

77 

Marketing  Management  ...... 

46 

69 

Fundamentals  of  Marketing.  . . . 

38 

76 

Marketing  Research 

31 

77 

Physical  Distribution  Methods,  , 

31 

54 

Brand  Marketing 

15 

38 

Packaging  Design  and  Development 

8 

46 

Application  of  Management 

Science  and  Computers  to 

Marketing  Problems  

8 

31 

TABLE  21 

SALES  MANAGEMENT 
(N=9) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


Selection  and  Evaluation  of 

Field  Salesmen  44  55 

Training  of  Field  Salesmen  , , , 33  55 

Motivating  Salesmen 22  55 

Supervision  of  Field  Salesmen*  . 22  44 

Compensation  of  Field  Salesmen  . 22  44 


"Subordinates* 

Needs'* 


15 

23 

15 

15 

15 

23 

8 

8 


15 


"Subordinates  * 
Needs" 
percent 


11 

11 

11 

11 

11 


13 


TABLE  22 


INTERNATIONAL  MANAGEMENT 
(N=9) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Appraising  and  Developing  Foreign  Markets,  , , . 

International  Law.  « 

Monetary  Exchange  Problems  

International  Economic  Organizations 

International  Understanding 

United  States  Foreign  Economic  Policy 

British  Commonwealth,  United  Nations,  including 
International  Monetary  Fund  and  World  Bank 

and  Their  Role  in  World  Trade 

Commercial  Policy  and  Trade  Control 

Sources  of  Funds;  Financing  of  Day-to-Day 

Transactions  ••••••••• 

International  Economic  Analysis 

None  of  the  middle  managers  thought  their  subordinates  needed  any  of  the 
courses  in  International  Management. 


Percent 

Percent 

33 

44 

22 

55 

22 

44 

22 

44 

11 

44 

11 

44 

11 

33 

11 

22 

11 

22 

11 

11 

TABLE  23 

RESEARCH  AND  DEVELOHIENT 
(N*18) 


Guidelines  for  Selecting  and 
Appraising  New  Projects,  , , 
Planning  Budgeting  and  Control 

of  Projects 

Evaluation  of  the  Research  and 
Development  Programs  . . . . 
Building  Research  and 

Development  Teams 

Supervision  and  Management  of 
Research  Services 


"Should  Have" 
Percent 

. 35 

. 33 

. 33 

. 27 

. 24 


"Should  Have" 
imd  "Could  Use" 
Percent 

64 
77 
61 
54 
71 


"Subordinates 

Needs" 

percent 

18 

22 

17 

13 

12 


I 
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Background  Information  of  Middle  Managers 


Personal,  Educational,  and  Professional  Background 

Forty-one  percent  (N=19)  of  the  46  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years 
of  productive  employment.  Ninety-one  percent  (N*42)  had  completed 
high  school,  76  percent  (N=35)  had  the  bachelor's  degree,  and  17 
percent  (N®8)  had  the  master's  degree.  No  one  had  the  doctorate. 
Two  perr.ent  (N=l)  went  to  business  school  and  nine  percent  (N=*4) 
went  to  trade  school.  The  major  fields  of  study  for  the  under- 
graduate and  graduate  degrees  are  given  below: 

TABLE  24 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Business  Administration 8 2 

Engineering  . • . . 18  ^ 

Liberal  Arts b 0 

Psychology,  2 1 

Other  (not  specified) 1 3 

Total 35  8 


The  major  areas  of  work  for  the  middle  managers  in  the  Professional, 
Scientific,  and  Controlling  Instruments  industry  are  shown  below: 

TABLE  25 


MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration * • • • 6 13 

Engineering 8 17 

Finance * • • ^ ^ 

Industrial  Relations 4 9 

Maintenance 1 2 

Manufacturing 6 13 

Marketing  and  Sales 6 13 

Production  Control  — Records  1 2 

Purchasing  and  Procurement 1 2 

Research  and  Development,  ,••••••(••  6 13 

Other  (not  specified) 3 7 


Total 


46  100 


/ 


o 


15 


Methods  of  Updating 


Sixty-four  percent  (N®28)  of  the  middle  managers  would  take  a credit 
course  and  67  percent  (N*31)  would  take  a non-credit  course  if  they 
were  offered  locally. 

Two  managers  were  currently  enrolled  for  the  bachelor’s  degree.  Six 
were  planning  to  enroll:  two  for  the  associate  degree,  three  for  the 

master's  degree,  and  one  for  the  doctorate.  The  major  fields  of  study 
were:  three  in  business  administration,  tx^o  in  engineering,  and  one 

in  another  field  x^hich  was  not  specified. 

Sixty-seven  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below; 


TABLE  26 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Nxmiber 

Percent 

Managers 

MasaRSis 

Don’t  have  the  time  

10 

32 

Live  too  far  from  educational  center. 

• • • 

7 

23 

Cannot  afford  it,  , , 

3 

10 

Not  interested 

3 

10 

Job  demands  no  more  education  , , , , 

2 

6 

Can  do  better  on  my  oxm  

1 

3 

Not  a high  school  graduate 

1 

3 

Other  (not  specified)  ,,,,•••• 

4 

13 

Total 

31 

100 

Middle  managers  had  used  a variety  of  educational  methods  for  up- 
dating x-jithin  the  past  four  years,  as  listed  belox?: 

TABLE  27 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  T7ITHIN  THE  PAST  FOUR  YEARS 

(N=46) 


Number  Percent 

Managers  Managers 


Attendance  at  regional  or  national 

meetings  of  professional  societies,  , • , 29 

Workshops  or  seminars  on  managerial  topics,  23 

Company  in-service  training  courses  , , , , 13 

Managerial  development  within  company  , • • 5 

Short  refresher  courses  at  colleges  or 

universities 4 

Correspondence  courses 4 

Workshops  or  seminars  in  liberal  arts  or 

humanities,  2 

High  school  courses  1 


63 

50 

28 

11 

9 

9 

4 

2 


Many  sources  of  information  were  used  by  the  middle  managers  to 
keep  up  with  new  developments.  Table  28  lists  these  sources, 

TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=46) 


Percent 


•M 

0 
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3 
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Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  , , 
Subordinate -superior  discussions 

or  meetings,  , 

Manufacturer's  literature 

Scientific  and  technical  journals. 

Business  reports , , , 

Technical  books,  reports, 

abstracts  and  indexes,  

Management  journals 

Professional  society  meetings,  , , 
Lectures,  conferences,  workshops 

and  seminars  , , , « 

Use  of  consultants  

Company  in-service  courses  , , , , 
College  and  university  evening 

courses 

College  and  university  day  courses 


57 

34 

7 

2 

0 

46 

30 

12 

5 

7 

42 

47 

9 

2 

0 

40 

49 

9 

2 

0 

30 

50 

18 

2 

0 

28 

35 

15 

15 

7 

27 

39 

32 

2 

0 

25 

37 

11 

20 

7 

18 

41 

27 

14 

0 

10 

45 

26 

12 

7 

7 

9 

42 

37 

. 5 

2 

19 

12 

26 

41 

2 

0 

14 

74 

10 

0 

0 

5 

90 

5 

Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  (Table  29) 

TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N=46) 

Number  Percent 

Managers  Managers 


Correspondence  courses 23  50 

Programmed  instruction 20  43 

Educational  television 18  39 

Courses  recorded  on  records  ........  15  33 

Courses  recorded  on  tapes 13  28 

Two-way  telephone  courses  7 15 

Two-way  radio  courses  5 11 

Other  (not  specified) 1 2 


Company  Attitudes  Toward  Education 

Of  the  45  managers  responding  to  a question  on  the  attitude  of  their 
immediate  superior  toward  continuing  their  education,  33  percent 
(N*15)  said  the  superior  encouraged  them  and  67  percent  (N-30)  said 
the  superior  was  noncommittal.  No  one  said  the  superior  discouraged 
him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities.  (Table  30) 

TABLE  30 

MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TOmRD  PROFESSIONAL  DEVELOPMENT 
(N=46) 

Encourages  Noncommittal  Discourages  Do  Not. Know 


Percent 

percent 

Percent 

Perce 

Attend  professional 

meetings  

75 

23 

0 

2 

Hold  office  in  professional 
societies 

62 

18 

0 

20 

Attend  company  training 
courses 

59 

12 

0 

29 

Attend  seminars  or  workshops 
away  from  the  company.  . . 

56 

21 

7 

16 

Write  technical  and 

professional  papers.  * . . 

55 

20 

2 

23 

Enroll  for  advanced  work  . . 

46 

36 

0 

18 

Educational  leave  of  absence 

4 

17 

15 

64 

Thirty-one  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  65  percent 
were  not,  and  four  percent  did  not  know.  Forty-eight  percent  said 
the  training  was  entirely  on  company  time,  21  percent  said  it  was 
partly  on  company  time,  three  percent  said  it  was  not  on  company 
time,  and  28  percent  did  not  know. 

Eighty-two  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Seven  percent  said  it  did  not  and  11  percent  did 
not  know.  Fifty  percent  said  the  course  had  to  be  job-related  in 
order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
35  managers  who  responded  to  this  question,  follows: 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 14 

About  3/4 0 

About  2/3 0 

About  1/2  , , , • ^4 

About  1/3 0 

Less  than  1/3 0 

Donit  know 7 

Total 35 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work: 

TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300 8 

251-300  0 

201-250  0 

151-200  0 

101-150  1 

51-100 0 

50  or  less  0 

Don't  know , , , , 25 

Total,  34 


When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  11  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  25 
percent  said  it  had  partially  influenced  them,  and  64  percent  said 
it  had  no  effect.  There  is  an  inconsistency  here:  vhile  36  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
ojily  one  person  was  actually  enrolled  and  eight  were  planning  to 
enroll.  However,  some  who  had  completed  their  educational  objectives 
may  have  been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Professional,  Scientific,  and  Controlling 
Instruments,  69  first-line  supervisors  from  seven  companies  completed  the 
questionnaire.  First-line  supervisors  were  defined  as  "those  whose  major 
activities  have  to  do  with  supervisory  and  foreman  activities."  The  super- 
visors responded  to  a listing  of  16  course  titles  in  the  area  of  supervisory 
responsibility.  They  provided  information  on  their  personal,  educational, 
and  professional  background,  methods  of  updating,  and  company  attitudes 
toward  education. 

Educational  Needs 


The  69  first-line  supervisors  in  the  category  of  Professional,  Scientific, 
and  Controlling  Instruments  were  asked  to  indicate  which  of  the  16  courses 
listed  in  the  questionnaire  they  "Should  Have,"  "Could  Use,"  or  'Don  t 
Really  Need."  The  following  courses  were  rated  "Should  Have"  by  50  percent 
or  more  of  the  supervisors: 


"Should  Have" 
Percent 

Communications 54 

Decision  Making 54 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  33 

FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N«68) 

"Should  Have" 


Principles  of  Supervision 

Decision  Making 

Fundamentals  of  the  Supervisor's  Job  • • • • 

Inter -Departmental  Cooperation  33 

The  Tools  and  Techniques  of  Effective 

Supervision 

Supervisor’s  Role  in  Company  Economics  . . 
Supervisor’s  Role  in  Employee  Discipline  , 

Employee  Training  and  Evaluation 


• • • • 


Evaluation  of  Employee  performance  . 

Safety  

Employee  Training 

The  Supervisor  and  the  Union 


Grievance  Procedure  and  Arbitration 21 

Labor  Relations 

Labor  Relations  Legislation 12 

Developing  Those  We  Supervise 

Communications * 

Human  Aspect  of  Management  . . 28 

Leadership ?8 

Developing  the  Work  Team 

Background  Information  of  First-Line  Supervisors 

personal)  Educational)  and  Professional  Background 


"Should  Have" 
and  "Could  Use" 


No. 

7. 

No. 

7o 

37 

54 

59 

86 

33 

49 

53 

79 

33 

49 

55 

82 

33 

49 

60 

89 

30 

44 

58 

85 

26 

39 

53 

79 

28 

42 

51 

76 

25 

38 

43 

65 

22 

32 

44 

64 

21 

31 

44 

65 

20 

29 

41 

60 

12 

18 

27 

40 

37 

54 

60 

88 

28 

42 

55 

82 

28 

42 

54 

81 

21 

31 

48 

71 

Thirty-three  percent  (N*23)  of  the  first-line  supervisors  vere  40 
years  of  age  or  younger.  Eighty  percent  (N®55)  were  high  school 
graduates)  14  percent  (N*10)  had  the  bachelor’s  degree,  and  one 
percent  (N-1)  had  the  master’s  degree;  no  one  had  the  doctorate. 

Seven  percent  (N=5)  had  gone  to  business  school  and  23  percent  (N=16) 
to  trade  school.  The  major  fields  of  study  are  indicated  in  the 


following  table: 
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TABLE  34 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Numbor  Number 

Bachelor's  Master's 

Business  Administration 

Education  

Engineering  , 

Liberal  Arts 

Total 


7 1 
1 0 
1 0 
1 0 

10  1 


Below  is  a listing  of  major  areas  of  work  for  the  first-line  super- 
visors in  the  Professional,  Scientific,  and  Controlling  Instruments 
industry! 


TABLE  35 

MAJOR  AREAS  OF  WORK 


Number 

Supervisors 


percent 

Supervisors 


Administration.  . . 
Engineering  .... 

Finance  

Industrial  Relations 
Maintenance  .... 
Manufacturing  . . . 
Marketing  and  Sales 


Production  Control  - Records 3 

Purchasing  and  Procurement 2 

Research  and  Development 2 

Traffic  and  Transportation 3 

Other  (not  specified) 4 


11 

8 

5 
2 

6 

35 

11 

5 

3 

3 

5 

6 


66 


100 


Total 


Methods  of  Updating 

Fifty-eight  percent  (N®38)  of  the  first-line  supervisors  vould  take 
a credit  course  and  79  percent  (N**54)  vould  take  a non-credit  course 
if  they  were  offered  locally. 

Two  supervisors  were  currently  enrolled  for  the  bachelor's  degree. 
Three  were  planning  to  enroll,  one  for  the  associate  degree  and  two 
for  the  bachelor's.  The  major  fields  of  study  were:  three  in 
engineering,  one  in  business  administration,  and  one  in  law. 

For  the  47  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated: 

TABLE  36 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number 

Supervisors 


Percent 

Supervisors 


Don't  have  the  time 11  23 

Cannot  afford  it 11  23 

Job  demands  no  more  education 8 18 

Not  a high  school  graduate 7 15 

Not  interested 5 11 

Live  too  far  from  educational  center.  . 3 6 

Can  do  better  on  my  own 2 4 


Total 


47 


100 


The  variety  of  educational  methods  used  by  first-line  supervisors 
for  updating  within  the  past  four  years  follows: 

TABLE  37 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

<N«69) 


Number 

Percent 

Supervisors 

Supervisors 

Company  in-service  training  courses  . 
Workshops  or  seminars  on  managerial 

. 27 

39 

topics.  ....  

. 24 

35 

Managerial  development  within  company 
Attendance  at  regional  or  national 

. 22 

32 

meetings  of  professional  societies. 

. 19 

28 

Correspondence  courses 

Short  refresher  courses  at  colleges 

. 10 

14 

or  universities  

High  school  courses  to  improve  job 

. 6 

9 

performance 

Workshops  or  seminars  in  liberal  arts 

. 4 

6 

or  humanities  

. 2 

3 

Television  courses.  ....  

. 2 

3 

23 


The  sources  of  Information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=63) 

Percent 


0) 


Discussion  with  company  personnel 

Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Availab 

(informal  or  formal)  

56 

34 

5 

2 

3 

In-plant  reports  and  bulletins  . , , 
Subordinate -superior  discussions 

51 

28 

5 

6 

10 

or  meetings 

38 

46 

9 

2 

5 

Manufacturer's  literature.  

Technical  books,  reports,  abstracts, 

38 

29 

8 

19 

6 

and  indexes , 

32 

27 

20 

19 

2 

Scientific  and  technical  journals.  . 

26 

21 

18 

31 

4 

Professional  society  meetings.  . . . 

20 

13 

9 

56 

2 

Business  reports  

19 

29 

17 

33 

2 

Management  journals 

Lectures,  conferences,  workshops. 

16 

38 

11 

24 

11 

and  seminars  

14 

25 

17 

20 

24 

Use  of  consultants  

11 

13 

21 

50 

5 

Company  in-service  courses  

College  and  university  evening 

8 

19 

8 

25 

40 

courses.  ....  

4 

9 

4 

70 

13 

College  and  university  day  courses  . 

0 

0 

2 

94 

4 

First-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  Instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  39) 


TABLE  39 


PREFEREITCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«69) 


Number 

Percent 

SuDervisors 

Suuervisors 

Programmed  instruction 

, . . . 38 

55 

Correspondence  courses 

. . . . 34 

49 

Educational  television 

. . . • 18 

23 

Courses  recorded  on  tapes  . . . , 

. . . . 10 

14 

Courses  recorded  on  records  . . , 

. . . . 7 

10 

Two-way  radio  courses  , 

. . . . 4 

6 

Two-way  telephone  courses  . . . , 

. . . . 3 

4 

Other  (not  specified)  ...... 

. . . . 3 

4 

Company  Attitudes  Toward  Education 

A total  of  64  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  Inmediate  superior  toward  continuing  their  education. 
Forty-seven  ,.ercent  (N*30)  said  the  superior  encouraged  them;  50 
percent  (N**32)  said  he  was  noncommittal,  and  three  percent  (N®2)  said 
he  discouraged  them. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  of  those  who  did 
not  know  company  policy  indicates  either  a lack  of  policy  or  a lack 
of  communication. 


TABLE  40 


SUPERVISORS*  PERCEPTION  OF  COMPANY  POLICY 
TOmD  PROFESSIONAL  DEVELOPMENT 
(N®61) 


Encouraees 

Noncommittal 

Discourages 

Do  Not  Know 

Attend  company  training 

Percent 

Percent 

Percent 

Percent 

courses 

Attend  professional 

. 76 

4 

0 

20 

meetings  ....... 

. 70 

13 

2 

15 

Enroll  for  advanced  work 
Attend  seminars  or 

workshops  away  from  the 

. 63 

11 

0 

26 

company 

Hold  office  in 

. 54 

15 

2 

29 

professional  socieities 
Write  technical  and 

. 50 

17 

2 

31 

professional  papers.  . 
Educational  leave  of 

. 31 

17 

0 

52 

absence . 

. 5 

10 

7 

78 

Thirty-seven  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  34  percent 
said  their  company  did  not  provide  it  and  nine  percent  did  not  knov7. 
Twenty-two  percent  said  the  training  was  completely  on  company  time, 
25  percent  said  it  was  partly  on  company  time,  28  percent  said  it  was 
entirely  on  the  men's  own  time,  and  25  percent  did  not  know. 

Seventy-one  percent  reported  that  their  company  had  an  educational 
assistance  plan;  22  percent  said  it  did  not,  and  seven  percent  did 
now  know.  Fifty-six  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the 
40  supervisors  who  answered  the  question,  is  shown  below: 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all  23 

About  3/4  1 

About  2/3  ...••••.••••  1 

About  1/2  ...••• 9 

About  1/3 0 

Less  than  1/3  0 

Don't  know.  6 

Total.  40 


Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 

TABLE  42 

MAlXIMUM  amount  of  TUITION 
PAID  PER  YEAR 


Number 

Supervisors 


More  than  $300 10 

251-300  0 

201-250  0 

151  - 200  0 

101-150  1 

51-100  1 

50  or  less 0 

Don't  know 28 

Total.  • • . • 40 
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When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  30  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  20  percent  said  it 
partially  influenced  them,  and  50  percent  said  it  had  no  effect.  The 
seeming  inconsistency  that  was  noted  for  the  middle  managers  applies 
to  the  supervisors;  while  50  percent  said  that  the  availability  of 
financial  aid  had  motivated  them  to  some  extent  to  undertake  additional 
education,  only  two  of  the  69  respondents  were  actually  enrolled  and 
three  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  PROFESSIONAL, 
SCIENTIFIC,  AND  CONTROLLING  INSTRUMENTS  INDUSTRY  ^JITH  THOSE  OF  MANAGERS  AND 
SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Professional,  Scientific,  and  Controlling  Instruments  as  compared  with 
needs  of  those  in  business  and  industry  as  seen  in  the  total  report, 
"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry  in 
Pennsylvania,"  were  not  similar.  Managers  and  supervisors  in  this  category 
showed  both  lower  and  different  educational  needs  than  did  the  group  as  a 
whole . 

Too  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


“Should  Have” 
Percent 

Professional, 

Scientific, 

and  Controlling  Total 
Instruments  Report 

N“12  N“705 

Product  Planning  • 

Effective  Reading  Skills  

Improving  Decision  Making  of  Managers . . • 

Communication  in  the  Organization 

Management  Development  ..... 

Long-range  Planning  and  Forecasting  for  Corporate  Growth 

Effective  Speaking  ... 

Effective  Written  Communications  . . . . « 

Overall  Strategy  and  Goals  ...  

* Less  than  50  percent 


58 

it 

58 

it 

50 

it 

it 

59 

it 

53 

it 

50 

* 

50 

* 

50 

* 

50 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 


•'Subordinates’ 

Needs” 

Percent 

Professional, 

Scientific, 

and  Controlling  Total 
Instruments  Report 

N=12  N*705 


Effective  Written  Communications  , , 58  74 

Working  Effectively  with  Individuals  and  Groups,  , , , , 55  66 

Creativity  and  Innovation • • 55  * 

Management  Development  50  56 

Effective  Speaking  . , * 67 

Communication  in  the  Organization.  ••,••••••••  * 65 

Effective  Reading  Skills  , , , , . * 62 

Listening  Skills  * 62 

Performance  Appraisal  and  Counseling  Techniques,  , , , , * 57 

Human  Aspect  of  Management  • * 54 

Improving  Decision  Making  of  Managers,  , * 54 


* Less  than  50  percent 
Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in  the 
Professional,  Scientific,  and  Controlling  Instruments  industry  and  in  the 
total  report  indicated  a "Should  Have”  need  for  the  following; 

"Should  Have” 
Percent 

Professional, 

Scientific, 

and  Controlling  Total 
Instruments  Report 

N*46  N=l,202 


Management  Development 77  66 

Effective  Communication  in  the  Organization^  73  64 

Creativity  and  Innovation 67  * 

Working  Efficiently  with  Individuals  60  65 

Oral  Presentation  of  Reports . 55  * 

Performance  Appraisal  and  Counseling  Techniques 51  * 

Supervisory  Training  and  Employee  Development * 53 


* Less  than  50  percent 
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Subjects  vhlch  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  vere: 


"Subordinates ' 


Needs" 

Percent 

Professional, 

Scientific, 

and  Controlling 

Total 

Instruments 

Report 

N=*46 

N-1,202 

Effective  Communication  In  the  Organization*  . . 

56 

Supervisory  Training  and  Employee  Development.  . 

- - ^ . * 

61 

Working  Efficiently  with  Individuals  •«•••« 

. - . . * 

62 

Listening  Skills  

. ^ . 1e 

50 

* Less  than  50  percent 


First-Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors 
the  following  selected  from  a list  of  16  subjects: 

said  they  "Should  Have" 

"Should  Have" 
Percent 

Professional, 

Scientific, 

and  Controlling 

Total 

Instruments 

Report 

N«69 

N«l,713 

Decision  Making 

54 

Communications 

. . . 54 

51 

Fundamentals  of  the  Supervisor's  Job  

t t t * 

64 

Leadership 

t * t * 

57 

The  Tools  and  Techniques  of  Effective  Supervision. 

• • • ^ 

55 

Human  Aspect  of  Management  ....  

* Less  than  50  percent 

. . . * 

53 

RECOMMENDATIONS 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  £ollo\aing  reconmendations 
were  made; 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  Its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  Increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  locations. 

3.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first'llne  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors,  A large  percentage  do  not  know 
the  policy  of  their  company, 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry,  A number  of  the  subjects  \jhich  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great  potential 
of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs, 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  Individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future, 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  a^id  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 


PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 

’’Educational  Needs  of  Managers  and  Supervisors  in  Cities^  Boroughs,  and 
Townships  in  Pennsylvania*'  1068  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.0C  each): 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M-67  Electrical  Machinery 

M-68  Fabricated  Metal  Products 

M-69  Food  and  Kindred  Products 

M-70  Insurance 

M“71  Machinery  (Except  Electrical) 

M"72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.0C) 

"Survey  Report  of  .Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 

4 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each); 

Engineering  Fields; 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E-6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 


E-10 

E-11 

E-12 

E-13 

E-14 

E-15 

E-16 

E-17 

E-18 

E-19 

E-20 

E-21 

E-22 

E-23 

E-24 

E-53 

E-25 


Aircraft,  Motors,  and  Parts 

Chemical  and  Allied 

Electrical  Machinery  and  Equipment 

Machinery 

Mining 

Paper  and  Allied 
Petroleum  Refining 
Primary  Metals 

Professional,  Scientific,  and  Controlling  Instruments 
Research  and  Consulting  Laboratories 
Transportation 
Electric  Utilities 

Gas  Utilities  - •" 

Telephone  and  Telegraph 
Water  Utilities 
Construction 

State  Government  Employees 


’’The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals”  1965  ($2.25) 


Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals”  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H“60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 


The  above  publications  may  be 
purchased  from; 

Continuing  Education  Business  Office 
J,  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from: 

Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16CC2 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  RAILROAD  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 


The  education  and  training  of  managera  ia  a major  problem  of  business  and 
industry  today*  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 


1. 


2. 


6. 


8. 


There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force*  Education  is  needed  to  keep  up  to  date,  and  prevent 
obsolescence y and  must  be  a continuing  process* 

The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information* 


Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness* 

4*  There  is  a need  for  greater  emphasis  on  long-range  planning. 


5.  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments* New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today's  highly  competitive  market  improved  efficiency 
becomes  more  important* 

emphasis  is  being  placed  on  international  management*  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad* 

Scientific  research  and  development  are  necessities  for  business 
growth*  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

Computer  operations  and  data  processing  are  expanding*  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 


{ 
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SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  267  managers  and  supervisors  from  seven  companies  in  the 
Railroad  Industry  in  Pennsylvania,  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management:  top  management,  middle  management, 

and  first-line  supervision.  Each  questionnaire  listed  courses  in  a number 
of  managerial  areas  pertinent  to  managerial  personnel.  The  respondents 
checked  one  of  three  choices:  ’’Should  Have,”  "Could  Use,”  and  "Don't  Really 

Need,  Top  and  middle  management  were  asked  to  indicate  the  courses  that 
represented  educational  needs  of  those  they  supervise  in  addition  to  their 
own  needs i this  was  not  asked  of  first-line  supervision.  Middle  management 
and  first- line  supervision  provided  information  on  their  education  back- 
ground, methods  of  updating,  and  company  attitudes  toward  education;  this 
was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  seven  were  checked  by  50  percent  or  more  of  top  man- 
agers as  "Should  Have”,  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  eight 
courses  were  needed.  (Page  4) 

Middle  Management 

percent  or  more  of  the  middle  managers  expressed  a need  for  five  of 
54  listed  courses,  in  areas  of  communication,  general  management,  and 
behavioral  science  and  management.  (Page  8) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  ten  of  the  listed  courses.  (Page  8) 

The  educational  level  was  high,  with  52  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  16-19) 


* Dubln,  S,S.,  Alderman,  E,,  and  Marlow,  H,L, , "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967,  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 


First-Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  four  out  of  16  courses.  (Page  21) 

Thirty- two  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  educa- 
tion. (Pages22-26) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Railroads,  52  top  managers  from  eeven  companies 
completed  the  questionnaire.  Top  managers  were  defined  as  "senior  executives 
who  direct  an  enterprise  as  a wiiole  or  who  head  the  major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Indust-iy  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  with  a "Should  Have"  need  of  50  percent  or  more  were: 

"Should  Have" 
Percent 


Communication  in  the  Organization 65 

Overall  Strategy  and  Goals  62 

Management  Development 60 

Industrial  Organization  and  Administration  59 

Effective  Written  Communications  54 

Policy  Formation  53 

Managerial  Motiyjation  51 


3 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super- 
vise needed  the  following  courses s 

'Subordinates ' 
Needs'" 
Percent 


Effective  Written  Communications  83 

Effective  Reading  Skills  72 

Listening  Skills  72 

Effective  Speaking  67 

Communication  in  the  Organization 67 

Working  Effectively  with  Individuals  and  Groups 67 

Creativity  and  Innovation 55 

ilanagement  Development 55 


Tables  1 through  10  show  the  extent  of  the  top  managers’  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also  included, 
in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated  by  top  manage- 
ment as  being  needed  by  those  they  supervise. 

TABLE  1 

GENERAL  MANAGEliENT 
(N*51) 


"Should  Have' 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Overall  Strategy  and  Goals  . . . 

Percent 

62 

Percent 

84 

Percent 

29 

Industrial  Organization  and 
Adrainistration . 

59 

86 

33 

Policy  Formation  

53 

83 

30 

i'ianagement  Reporting  Systems  . . 

46 

81 

43 

Improving  Decision  iiaking  of 
Managers  

43 

69 

30 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 

41 

80 

20 

I'lanaging  Major  Change  in 

Organizations.  . 

40 

73 

20 

Impact  of  Computer  Technology.  . 

39 

76 

41 

Effective  Utilization  of  Man- 
power Resources  and  Allocation 

38 

74 

40 

Impact  of  Science  and  Technology 
on  Business  Management  .... 

30 

75 

18 

Management  of  Research  and 

Development 

30 

45 

35 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

21 

63 

19 

Ethical  Considerations  in 

Business  

18 

58 

28 

Impact  of  Multinational  Aspects 
of  Planning  and  Control.  . . . 

8 

16 

3 

TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N«48) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent  Percent 

Percent 

Communication  In  the  Organization. 

65 

91 

67 

Managerial  Motivation  

51 

84 

29 

Human  Aspect  of  Management  .... 
Working  Effectively  with 

48 

80 

48 

Individuals  and  Groups  • • . . . 

46 

77 

67 

Creativity  and  Innovation  .... 
Political » Social,  and  Cultural 

45 

78 

55 

Trends  and  Their  Impact  on 
Business  Management  ...... 

3 

35 

5 

TABLE  3 

COMMUNICATIONS  TECHNIQUES 
(N*49) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent 

Percent 

Percent 

Effective  Written  Communications  . 54 

78 

83 

Effective  Speaking  

71 

67 

Effective  Reading  Skills  . . , 

. * 44 

77 

72 

Listening  Skills  

77 

72 

TABLE  4 

ECONOMICS 

(N“43) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends  

49 

16 

Comparative  Economic  Systems  • 

r 

• • 

28 

10 

TAULE  5 


QUANTITATIVE  liETliODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«40) 

^'Should  Have'*  ’’Subordinates  ’ 
“Should  Have*’  and  "Could  Use”  Weeds” 


Statistical  Decision  TVieory.  , 
Survey  Course  on  Quantitative 
Methods.  , 


Percent 

28 

25 


Percent 

54. 

55 


Percent 

38 

25 


: ) 


TABLE  6 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  i-iANAGEHENT 

(N»47) 


“Should  Have"  "Subordinates' 
‘ Should  Have*’  and  "Could  Use"  Needs” 


Management  Development  

Performance  Apprailsal  and 

Counseling  Techniques 

Incentives  

Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting  Wage 
and  Salary  Structure  . . . . . 
Personnel  Policy  Affecting 
Labor-Management  Relations  . > 
Personnel  Policy  Affecting 
Employment  Practices  .... 


Percent 

Percent 

Percent 

60 

81 

55 

41 

75 

41 

35 

65 

23 

21 

61 

33 

19 

47 

23 

17 

46 

27 

14 

48 

20 

( ') 


TABLE  7 

FINAiqCIAL  MANAGEMENT 
(N*42) 

"Should  Have" 

'Should  Have”  and  "Could  Use" 


Ilanagerial  Accounting  and 

Budgeting 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis . . 

Capital  Budgeting 

Financial  Planning  and  Fore* 
casting 


"Subordinates' 

Needs" 


Percent 

Percent 

Percent 

43 

62 

31 

41 

62 

33 

30 

55 

25 

18 

46 

15 
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TABLE  8 


J' 


: 

: 


liANUFACTURING  /ilJb  PROLuCTION 
(N~38) 

'‘Should  iiave”  ''Subordinates’ 
"Should  Have'*  and  ‘‘Could  Use"  I^eeds'* 

Percent  Percent  Percent 


Planning  and  Utilization  o£ 


Physical  Facilities 

34 

47 

37 

Operations  Research  Applied 
to  Production 

22 

44 

19 

Operations  Planning  and  Control. 

17 

42 

33 

TABLE  9 

I^IARKETING 

(N«38) 

/ 

"Should  Have  "Subordinates* 
"Should  Have'-  and  '’Could  Use"  Needs" 


Percent 

Percent 

Percent 

Logistics  Planning  . 

31 

37 

14 

Product  Planning  . . 

35 

17 

Pricing 

22 

36 

11 

Marketing  Research  . 

18 

44 

21 

TABLE  10 

INTERN/VTIONAL  PiANAGEliENT 

(N*37) 

"Should  Have" 

"Subordinates 

‘'Should  Have" 

and  "Could  Use" 

Needs” 

Percent 

Percent 

Percent 

International  Understanding.  . . 3 

22 

3 

International  Economic  Analysis.  0 

11 

6 

\ 

( ) 


er|c 


MIDDLE  MANAGEMENT 


In  the  Industrial  category  of  Railroads | 87  middle  managers  from  seven  com- 
panies completed  the  questionnaire.  Middle  managers  were  defined  as 
’’personnel  assigned  to  executive  duties  In  the  area  between  senior  executives 

and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

Tlui  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  Indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  They 
were  also  asked  to  Indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


Management  Development  

Effective  Communication  in  the  Organization 
Working  Efficiently  with  Individuals  .... 

Business  Letter  Writing  

Supervisory  Training  and  Employee  Development 


"Should  Have" 
Percent 

. 68 
. 65 

. 61 
. 58 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 


Business  Letter  Writing  

Supervisory  Training  and  Employee  Development 
Working  Efficiently  with  Individuals  .... 

Effective  Report  Writing  

Effective  Reading  Skills  . • 

Effective  Communication  in  the  Organization 

Oral  Presentation  of  Reports  

Management  Development  

Listening  Skills  

Creativity  and  Innovation  • 


"Subordinates  * 
Needs" 
Percent 

. 77 

. 69 

. 68 
, . 68 

, . 67 

. . 64 

, . 60 

, . 58 

. . 51 

. . 50 
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The  follwing  tables.,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
riianagers  in  the  hailroad  category. 

T/iBLE  11 

GENERAL  tlAMGEhSLiT 
(N=»81) 


Should  Have" 

"Should  Have’’ 
and  Could  Use'' 

■’Subordinates 

Needs" 

Percent 

Percent 

Percent 

Hanagement  Development  

68 

92 

58 

Working  Efficiently  v;ith 

Individuals 

61 

92 

63 

Supervisory  Training  and 
Employee  Development  

51 

32 

69 

Criteria  and  Selection  of 

Personnel  for  Promotion.  . . . 

46 

88 

42 

Performance  Appraisal  and 

Counseling  Techniques 

44 

86 

47 

Effective  Utilization  of 
Manpower  Resources  and 
Allocation  

41 

71 

42 

Analyzing  Organizational 

Behavior  

38 

77 

34 

The  Application  of  Information 
Technology  on  Decision 
Making  

28 

62 

32 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 

24 

CO 

27 

Impact  of  Computer  Technology.  . 

24 

55 

30 

Principles  and  Analysis  of 

Office  Systems  

22 

65 

44 

Impact  of  Science  and  Technology 
on  Business  i^ianagement  .... 

12 

55 

17 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 

11 

36 

21 

TABLE  12 

BEliAVIORAL  SCIENCE  At®  lIAKAGEIiENT 
(N^74) 


■ Should  Have" 

"Should  Have' 
and  ‘’Could  Use'’ 

“Subordinates 

Needs' 

Percent 

Percent 

Percent 

Creativity  and  Innovation.  . . . 

41 

77 

50 

Understanding  Group  Interaction 
and  Behavior  

31 

59 

34 

Management  Psychology 

28 

64 

28 

Human  Aspect  of  I'lanagement  . . . 

20 

68 

38 

Industrial  Sociology  

9 

36 

16 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  

4 

30 

13 

Impact  of  Consumer  Behavior  on 
Management  

4 

15 

S 

TABLE  13 


COMMUNICATION 

(N«77) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent  Percent 

Percent 

Effective  Conmxunlcatlon  In  the 
Organization  . . • 

65 

92 

64 

Business  Letter  Writing  « . . . . 

58 

90 

77 

Effective  Report  Writing  

49 

83 

68 

Effective  Reading  Skills  

42 

83 

67 

Oral  Presentation  of  Reports  • • < 

42 

71 

60 

Conference  Leadership  

39 

71 

39 

Listening  Skills  .... 

38 

80 

51 

TABLE  14 

ECONOMICS 

(W»72) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economics  of  Production  and  Cost  . 

19 

36 

25 

The  Price  Mechanlsia 

17 

30 

17 

Economics  of  Technology  and 

Innovation  . . . , 

10 

26 

11 

Fundamentals  of  Economics  • • . . 

7 

31 

21 

Economic  Trends  . • 

6 

36 

16 

International  Economics  

4 

11 

6 

The  Economic  Systems  of  the  United 
States 

3 

16 

8 

Comparative  Economic  Systems  • . . 

3 

10 

6 

10 


TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N-71) 


'^Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Improving  Decision  Making  of  Man- 


agers  

37 

67 

24 

Statistical  Decision  Theory  . . 

• 

30 

53 

20 

Linear  Programming  v o « . . . . 

• 

23 

44 

23 

Statistical  Procedures  and  Methods 
Applying  Program  Evaluation  and 

22 

39 

26 

Review  Techniques  (PERT)  . . . 

• 

22 

32 

19 

Replacement  Management  

17 

53 

23 

Inventory  Management  

• 

16 

29 

17 

Dynamic  Programming 

• 

12 

27 

12 

Review  of  Basic  Mathematics  . . 

a 

12 

25 

31 

Waiting  Lines  

12 

22 

14 

Probability  Theory  

10 

26 

15 

Matrix  Algebra  

4 

14 

12 

Calculus  of  Finite  Differences  . 

• 

3 

12 

9 

Analytic  Geometry  . 

• 

2 

13 

9 

Calculus  of  Infinite  Series  . . 

• 

2 

11 

8 

TABLE  16 

CCXiPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N»70) 


"Should  Have"  "Subordinates  * 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Data  Systems  and  Processing  . . . 
Applying  the  Computer  to  Problems 

23 

56 

34 

of  Business  and  Management  • • • 
Fundamentals  of  Programming  for 

19 

55 

27 

Computer  Operations  

14 

37 

22 

Mathematics  for  Digital  Computers « 

10 

23 

15 

If  the  manager’s  area  of  major  T^efeponhibility  was  not  included  In  the  pre- 
etding  slXj,  he  was  asked  to  complete  the  dnfe  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (3  subjects) 

Financial  Management  (6  subjects) 
ilanufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses. 


TABLE  17 

INDUSTRIAL  RELATIONS  MD  PERSONNEL  IviANAGEMENT 

(N*38) 


'Should  Have  ' 

"Should  Have" 
and  'Could  Use" 

"Subordinates 

Needs" 

Recruiting,  Interviewing, 
Selection,  Assessment  of 

Percent 

Percent 

Percent 

Personnel  and  Promotion.  . . 

• 45 

79 

29 

Management  and  Labor  Relations 

38 

54 

38 

In-plant  Training 

llaintaining  Efficient  and  Up- 

32 

67 

35 

To-Date  Personnel  Records.  . 
Job  Analysis  and  Job 

25 

59 

34 

Evaluation  liethods 

Industrial  Safety  and  iiedical 

24 

63 

33 

Services  

21 

39 

33 

Salary  and  Mage  Administration 

13 

32 

19 

Employee  Benefit  Plans  .... 

. 10 

33 

19 

12 


TABLE  18 


FINAi'ICIAL  I-IANAGEKENT 
(N«25) 


Should  Have'* 

‘Subordinates 

‘ Should  Have 

and  Could  Use' 

Needs" 

Percent 

Percent 

Percent 

Budgets 

Hew  Developments  In  Equipment 

52 

76 

44 

Replacement  Policy  

27 

50 

23 

ilanagerlal  Accounting 

Fundamentals  of  Financial 

24 

52 

16 

Reporting  and  Statement 
Analysis  

19 

43 

14 

Taxes 

Financial  Planning  and 

9 

32 

14 

Forecasting . 

8 

41 

13 

TABLE  19 

IIANUFACTUI'JNG  AND  PRODUCTION 

(H=27) 

'Should  Have*' 

“Subordinates 

"Should  Have’ 

and  ‘'Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Automation  

56 

75 

52 

Value  Analysis  

Production  Planning  and  Control 

50 

63 

42 

Management  

Methods  Analysis  and  Work 

46 

58 

46 

Simplification  

Maintenance  Planning  and 

44 

72 

56 

Control 

44 

64 

60 

Engineering  Economy 

42 

57 

31 

Quality  Control 

32 

64 

40 

Inventory  Management  

32 

56 

40 

Materials  Handling  

Organization  and  Management  of 

32 

40 

36 

Purchasing  Operations.  . . . 

4 

46 

17 

E 

I 


I 


13 


TABLE  20 


MARKETING 

<N«19) 


"Should  Have" 

‘'should  Have" 
and  "Could  Use" 

"Subordinates' 

Needs" 

Percent 

Percent 

Percent 

Marketing  Management  

17 

28 

6 

Marketing  Research  . 

11 

43 

5 

Fundamentals  of  Marketing  .... 

6 

45 

6 

Fundamentals  of  Pricing  

5 

26 

5 

Product  Planning  . • 

0 

33 

6 

Physical  Distribution  Methods  . . 

0 

24 

0 

Application  of  Management  Science 
and  Computers  to  Marketing 
Problems  

0 

21 

5 

Packaging  Design  and  Development  . 

0 

19 

0 

Brand  Marketing  

0 

12 

0 

TABLE  21 

SALES  MANAGEMENT 
(N-28) 


"Should  Have" 
"Should  Have"  and  "Could  Use" 

"Subordinates  * 
Needs" 

Percent  Percent 

Percent 

Motivating  Salesmen  

Selection  and  Evaluation  of  Field 

48 

52 

22 

Salesmen  

46 

57 

21 

Supervision  of  Field  Salesmen  . . 

46 

50 

27 

Training  of  Field  Salesmen  .... 

43 

50 

32 

Compensation  of  Field  Salesmen  . . 

38 

46 

23 

\ 

( ) 


14 


TAB.E  22 


INTERNATIONAL  MANAGEJ.IENT 
(N-15) 


'Should  Have 

Should  Have'  and  *Could  Use' 
Percent  Percent 


Commercial  Policy  and  Trade 

Control 13 

Monetary  Exchange  Problems  . . » 7 

British  Commonwealth,  United 
Nations,  Including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role  in 


World  Trade.  7 

International  Economic 

Organization  7 

International  Understanding.  . . 7 

United  States  Foreign  Economic 

Policy  7 

Sources  of  Funds.  Financing 
of  Day-to-Oay  Transactions  . . 7 

Appraising  and  Developing 

Foreign  Ilarkets 7 


International  Economic  Analysis.  0 


20 

14 


14 

14 

7 

7 

7 

7 

7 


TABLE  23 

RESEARCH  AND  DEVELOPI'lENT 
(N*16) 

Should  Have" 
'Should  Have'  and  Could  Use' 
Percent  Percent 


Planning  Budgeting  and  Control 

of  Projects 38  57 

Building  Research  and 

Development  Teams 25  50 

Guidelines  for  Selecting  and 
Appraising  Nex7  Projects.  ...  25  31 

Evaluation  of  the  Research  and 

Development  Programs 19  44 

Supervision  and  llanagement  of 
Research  Services 19  44 


Subordinates ' 
Needs^^ 
Percent 


7 

7 


7 

7 

7 

7 

7 

7 

0 


"Subordinates* 

Needs 

Percent 


25 

13 

6 

6 

6 
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Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 

Twenty-three  percent  (N*>20)  of  the  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment.  Ninety- two  percent  (N°78)  had  completed  high 
school,  52  percent  (N^45)  had  the  bachelor's  degree,  and  six  percent 
(N"5)  had  the  master's  degree.  No  one  had  the  doctorate.  Fourteen 
percent  (N^12)  went  to  business  school  and  five  percent  (N^4)  went 
to  trade  school.  The  major  fields  of  study  for  the  undergraduate  and 
graduate  degrees  are  given  below. 

TABLE  24 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number 

Bachelor's 


Business  Administration  8 

Education  2 

Engineering 29 

Liberal  Arts  5 

Other  (not  specified) 1 

Total 45 


Number 

Master's 

3 

0 

1 

0 

1 

5 


The  major  areas  of  work  for  the  middle  managers  In  the  railroad 
Industry  are  shown  below. 


TABLE  25 

MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration 19 

Engineering 7 

Finance  6 

Industrial  Relations  6 

Maintenance 5 

Manufacturing  1 

Marketing  and  Sales  6 

Production  Control  — Records  1 

Purchasing  and  Procurement  .......  1 

Research  and  Development  ........  1 

Service  (yard  and  labor  personnel,  etc.)  3 

Traffic  and  Transportation 24 

Other  (not  specified) . 5 


22 

8 

7 

7 

6 

1 

7 

1 

1 

1 

5 

28 

6 


Total  . 


85 


100 
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ilethods  of  Updating 

Flfty-'flve  percent  (1J*46)  of  the  middle  managers  would  take  a credit 
course  and  73  percent  (Wb62)  xwuld  take  a non-credit  course  if  they 
X7ere  offered  locally. 

One  manager  was  currently  enrolled  for  the  associate  degree.  Five 
planned  to  enroll^  one  for  the  associate  degree,  two  for  the  bachelor ''s. 
and  two  for  the  master's.  liiajor  fields  of  study  Indicated  were  four 
in  business  administration,  one  in  engineering,  and  one  in  law. 

Eighty  percent  had  no  plans  for  further  degree  work  and  their  reasons 
are  given  below; 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORIIAL  EDUCATION 


) 


Number  Percent 

tlanaeers  Managers 


Don't  have  the  time 36  5^ 

Job  demands  no  more  education 7 10 

Hot  Interested , 5 y 

Live  too  far  from  educational  center.  . . 4 6 

Hot  a high  school  graduate 4 6 

Cannot  afford  it 2 3 

Can  do  better  on  my  ov;n 2 3 

Other  (not  specified) ,*  10  14 

70  100 


Middle  managers  had  used  a variety  of  educational  methods  for  updating 
within  the  past  four  years. 


TABLE  27 


EDUCATIONAL  HETHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(H«87) 


Number  Percent 

Managers  Managers 


Workshops  or  seminars  on  managerial  topics  ...  40 

Attendance  at  regional  or  national  meetings 


of  professional  societies.  . 32 

Company  in-service  training  courses 24 

Managerial  development  within  company 16 


Short  refresher  courses  at  colleges  or 

universities  

Correspondence  courses  

Workshops  or  seminars  in  liberal  arts  or 
humanities  


46 

37 

28 

18 

14 

6 

3 
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Many  sources  of  informatioti  were  used  by  the  tniddle  managers  to  keep 
up  with  new  developments*  Table  28  lists  these  sources* 


TABLE  28 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N^80) 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  • • . 
Subordinate- superior  discussions  or 

meetings  

Management  journals  

Business  reports  

Manufacturer's  literature  

Scientific  and  technical  journals  • 
Technical  books,  reports,  abstracts 

and  Indexes  

Lectures,  conferences,  workshops 

and  seminars  

Professional  society  meetings  • . • 

Company  in-service  courses  

Use  of  consultants  

College-university  evening  courses  • 
College-university  day  courses  • • • 


Percent 
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70 

28 

1 

0 

1 

62 

36 

1 

1 

0 

57 

37 

3 

0 

3 

36 

50 

9 

4 

1 

35 

42 

18 

4 

1 

29 

32 

21 

17 

1 

26 

33 

20 

20 

1 

22 

35 

30 

12 

1 

21 

34 

29 

7 

9 

20 

41 

24 

12 

3 

7 

36 

18 

10 

29 

4 

11 

31 

43 

11 

1 

6 

7 

78 

8 

0 

1 

3 

90 

6 
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Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  Their  replies  follow. 


TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N^87) 


Number  Percent 

Managers  Managers 

Correspondence  courses  .... 

Programmed  instruction  .... 

Educational  television  .... 

Courses  recorded  on  records 
Courses  recorded  on  tapes  . . 

Two-way  telephone  courses  . . 

Two-way  radio  courses  .... 

Other  (not  specified)  .... 

Company  Attitudes  Toward  Education 

Of  the  76  managers  responding  to  a question  on  the  attitudes  of  their 
immediate  superior  toward  continuing  their  education,  37  percent 
(N^28)  said  the  superior  encouraged  them  and  63  percent  (N»48)  said 
the  superior  was  noncommittal.  No  one  said  the  superior  discouraged 
him.  Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities. 


35 

40 

29 

33 

25 

29 

13 

15 

12 

14 

6 

7 

4 

5 

6 

7 

TABLE  30 


MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N®80) 


Encourages  Noncommittal  Discourages  Do  Not  Know 
Percent  Percent  Percent  Percent 


Attend  company  training 

courses 90 

Attend  professional  meetings  81 
Hold  office  in  professional 

societies . 71 

Attend  workshops  or  seminars 
away  from  the  company  . . 67 

Write  technical  and 

professional  papers  ...  41 

Enroll  for  advanced  work  . . 38 

Educational  leave  of  absence  21 


3 

0 

7 

12 

3 

4 

13 

3 

13 

18 

3 

12 

22 

1 

36 

28 

4 

28 

14 

6 

59 
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Fifty  percent  of  the  riddle  managers  were  employed  by  companies  which 
provided  in-service  training  43  percent  were  not}  and  five  percent 
did  not  know.  Forty  percent  said  the  training  was  entirely  on  company 
time}  35  percent  said  It  v;as  partly  on  company  time,  nine  percent  said 
it  was  not  on  company  time,  and  16  percent  did  not  know. 

Twenty  percent  reported  that  their  company  had  an  educational  assis- 
tance plan.  Sixty-five  percent  said  it  did  not  and  IS  percent  did 
not  know.  Twenty-five  percent  said  the  course  had  to  be  job-related 
in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  is  shovm  below; 

TABLE  31 

PROPORTIOK  OF  TUITION  PAID 

Number 

Managers 

All  or  almost  all 4 

About  3/4 1 

About  2/3 0 

About  1/2 0 

About  1/3 0 

Less  than  1/3 0 

Don’t  know 6 

Total 11* 

The  following  table  shox7s  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  \7ork. 

TABLE  32 

luAXIliUii  Al^OUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Managers 

More  than  $300 2 

251-300  0 

201-250  0 

151-200  0 

101-150  0 

51  ‘ 100 0 

50  or  less 0 

Don’t  know 6 

Total 10* 

* Only  a few  of  the  87  middle  managers  In  the  railroad  companies 
replied  to  these  two  questions. 
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When  asked  about  the  effect  of  available  company  educational  assis- 
tance In  motivating  them  to  undertaice  further  education,  33  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  27 
percent  said  It  had  partially  Influenced  them,  and  40  percent  said 
It  had  no  effect.  There  Is  an  Inconsistency  here:  while  60  percent 

said  the  availability  of  aid  motivated  them  to  some  extent,  only  one 
person  was  actually  enrolled  and  five  were  planning  to  enroll. 

FIBST-LINE  SUPERVISION 

In  the  Industrial  category  of  Railroads,  128  first* line  supervisors  from 
seven  companies  completed  the  questionnaire.  First* line  supervisors  were 
defined  as  "those  whose  major  activities  have  to  do  with  supervisory  and 
foreman  activities."  The  supervisors  responded  to  a listing  of  16  course 
titles  in  the  area  of  supervisory  responsibility.  They  provided  infor* 
matlon  on  their  personal,  educational,  and  professional  background,  methods 
of  updating  and  company  attitudes  toward  education. 

Educational  Needs 


The  128  first* line  supervisors  in  the  category  of  Railroads  were  asked  to 
Indicate  which  of  the  16  courses  listed  in  the  questionnaire  they  "Should 
Have,"  "Could  Use,"  or  "Don’t  Really  Need."  The  following  courses  were 
rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 


"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job 54 

Safety  54 

Inter* Departmental  Cooperation 53 

Decision  Making  . 50 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 


TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N-125) 


"Should*  Have" 
"Should  Have"  and  "Could  Use" 


No. 

% 

No. 

X 

Principles  of  Supervision 

Fundamentals  of  the  Supervisor's  Job  . . 

68 

54 

113 

90 

Inter- Departmental  Cooperation  

64 

53 

107 

89 

Decision  Making  

61 

50 

103 

84 

Supervisor's  Role  In  Company  Economies  . 
The  Tools  and  Techniques  of  Effective 

57 

47 

95 

78 

Supervision , 

53 

43 

104 

85 

Supervisor's  Role  In  Employee  Discipline 

49 

40 

94 

77 

Employee  Training  and  Evaluation 

Safety  

66 

54 

100 

82 

Evaluation  of  Employee  Performance  ... 

54 

44 

104 

85 

Employee  Training  

52 

42 

92 

75 

The  Supervisor  and  the  Union 

Labor  Relations  

51 

41 

91 

74 

Grievance  Procedure  and  Arbitration  , . 

45 

37 

89 

73 

Labor  Relations  Legislation  

27 

22 

71 

58 

Developing  Those  We  Supervise 

Leadership  

59 

48 

102 

83 

Communications 

55 

45 

106 

87 

Human  Aspect  of  Management  

54 

44 

100 

82 

Developing  the  Work  Team  

48 

40 

99 

82 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

TWenty-seven  percent  (N“35)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Eighty-seven  percent  (N“lll)  were  high 
school  graduates,  and  32  percent  (N^41)  had  the  bachelor's  degree. 
One  person  had  the  master's  degree;  no  one  had  the  doctorate. 
Sixteen  percent  (N^21)  had  gone  to  business  school  and  12  percent 
(1^15)  to  trade  school.  The  major  fields  of  study  are  Indicated 
In  the  following  table. 


TABLE  34 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number 

Bachelor’s 


Business  Administration  6 

Engineering 29 

Law 1 

Liberal  Arts 4 

Other  (not  specified) 1 

Total  . . . . 41 


Number 

Master's 


1 

0 

0 

0 

0 

1 


The  major  areas  of  work  for  the  first- line  supervisors  in  the  railroad 
industry  are  shown  in  the  following  table: 


TABLE  35 

MAJOR  AREAS  OF  WORK 

Ntimber 

Supervisors 


Administration 15 

Engineering  9 

Finance  2 

Industrial  Relations  4 

Maintenance 29 

Manufacturing  3 

Marketing  and  Sales  4 

Production  Control  - Records  0 

Purchasing  and  Procurement  2 

Research  and  Development  2 

Service  (yard  and  labor  personnel,  etc)  10 

Traffic  and  Transportation 42 

Other  (not  specified) 4 


Percent 

Supervisors 

12 

7 
2 
3 

23 

2 

3 

0 

2 

2 

8 
33 

3 


Total 


126 


100 


Methods  of  Upuatlng 


Fifty-six  percent  (N«*71)  of  the  first-line  supervisors  would  take  a 
credit  course  and  76  percent  (N~96)  would  take  a non-credit  course 
if  they  were  offered  locally. 

Mo  supervisors  were  currently  enrolled  in  a degree  program.  Three 
were  planning  to  enroll,  one  for  the  bachelor's  and  two  for  the 
master's  degrees.  One  planned  to  enroll  in  business  administration, 
one  in  education,  and  one  in  engineering. 

For  the  108  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  Indicated: 

TABLE  36 

REASOMS  FOR  MOT  UMDERTAKIMG  ADDITIONAL  FOIdlAL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Don't  have  the  time 44 

Job  demands  no  more  education 10 

Cannot  afford  it 8 

Not  interested 8 

Live  too  far  from  educational  center.  . 6 

Mot  a high  school  graduate 5 

Can  do  better  on  my  own 1 

Other  (not  specified) 26 


41 

9 

7 

7 

6 

5 

1 

24 


i 


i 


Total 


108  100 


First-line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 


TABLE  37 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEAkS 

(N«128) 

Number  Percent 

Supervisors  Supervisors 


Workshops  or  seminars  on  managerial 

topics 33  27 

Attendance  at  regional  or  national 

meetings  of  professional  societies.  . 29  23 

Company  in-service  training  courses  . . 25  20 

Managerial  development  within  company  . 18  14 

Correspondence  courses 10  8 

Short  refresher  courses  at  colleges 

or  universities  9 7 

High  school  courses  to  improve  job 

performance 7 5 

Workshops  or  seminars  in  liberal 

arts  or  humanities 2 2 

Television  courses 1 1 
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Tlie  sources  of  information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shovm  in  ths  following  table: 

TABLE  33 


SOURCES  OF  IMFORllATION  USED  III  UPDATING 

(N-117) 

Percent 


0) 


Discussions  with  company  per- 

Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Availab 

sonnel  (informal  or  formal) 

. 71 

27 

1 

1 

0 

In-plant  reports  and  bulletins 
Subord inat e-super ior 

. 68 

27 

0 

3 

2 

discusscions  or  meetings.  . 

. 57 

35 

4 

1 

3 

Hanagement  Journals  

43 

13 

8 

7 

Business  reports 

Ilanufacturer ' s literature  . . 
Scientific  and  technical 

23 

41 

18 

17 

1 

. 22 

43 

16 

17 

2 

Journals 

Technical  books,  reports, 

33 

20 

22 

5 

abstracts  and  indexes  . . . 
Lectures,  conferences,  work- 

.  18 

40 

17 

21 

4 

shops,  and  seminars  .... 

36 

2b 

14 

11 

Company  in-service  courses.  . 

. 11 

25 

5 

29 

30 

Professional  society  meetings 

. 11 

21 

28 

36 

4 

Use  of  consultants 

College-university  evening 

17 

21 

51 

6 

courses  

4 

7 

77 

11 

College-university  day  courses 

. 0 

2 

1 

94 

3 

First-line  supervisors  checked  a listing  of  seven  educational  media » 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation. 
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TABLE  39 


I 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N^128) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  64  50 

Programned  Instruction  58  45 

Educational  television  26  20 

Courses  recorded  on  records  , , • 21  16 

Courses  recorded  on  tapes  • • • • 20  16 

Two-way  telephone  courses  , , , , 11  9 

Two-way  radio  courses  11  9 

Other  (not  specified) 9 7 


Company  Attitudes  Toward  Education 


A total  of  117  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  Imiredlate  superior  toward  continuing  their  educa- 
tion* Thirty- two  percent  (N^38)  said  the  superior  encouraged  him; 

67  percent  said  he  was  noncommittal,  and  one  Individual  said  he 
discouraged  him* 


The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  In  educational  and  professional  activities  Is 
reported  In  the  following  table*  The  high  percent  who  did  not  know 
company  policy  on  educational  leave  of  absence  Indicates  either  lack 
of  policy  or  lack  of  communication* 


TABLE  40 


SUPERVISORS • PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N-122) 


Attend  company  training 

courses  

Attend  professional  meetings 
Hold  office  In  professional 

societies  

Attend  seminars  or  workshops 
away  from  the  company  * * 
Enroll  for  advanced  work  * * 
Write  technical  and  profes- 
sional papers  

Educational  leave  of  absence 


courases 

Noncommittal 

D1 scour aees 

Do  Not  Know 

ercent 

Percent 

Percent 

Percent 

81 

4 

2 

13 

73 

8 

1 

18 

61 

19 

0 

20 

45 

16 

6 

33 

38 

27 

2 

33 

33 

20 

2 

45 

12 

11 

11 

66 

26 


J 


Fortyelght  percent  o£  the  supervisors  were  employed  by  companies 
which  provided  In-service  training;  38  percent  said  their  company  did 
not  provide  It  and  14  percent  did  not  know.  Thirty-nine  percent  said 
the  training  was  completely  on  company  time,  21  percent  said  It  was 
partly  on  company  tl^,  nine  percent  said  It  was  entirely  on  the  men’s 
own  time,  and  31  percent  did  not  know. 

Twnty-slx  percent  reported  that  their  company  had  an  educational 
asristance  plan;  49  percent  said  It  did  not,  and  26  percent  did  not 
knew.  Thirty-three  percent  said  the  course  must  be  Job-related  . i 
ovier  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  Is  shown  In  the  table 
below. 


TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all  . 

About  3/4  

About  2/3  

About  1/2  

About  1/3  ..... 

Leas  than  1/3  . . . 

Don't  know  

Total  32 

Table  42  shows  the  maximum  amount  of  tuition  paid  by  the  company  per 
year  as  shown  by  the  two  out  of  a total  of  32  first- line  supervisors 
who  Indicated  this  knowledge. 

TABLE  42 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Supervisors 

More  than  $300  . 

251  - 300  ... 

201  - 250  ... 

151  - 200  ... 

101  - 150  ... 

51-100  ... 

50  or  less  . . 

Don't  know  . . . 

Total  . . . 


2 
0 

0 I 

0 
0 
0 
0 

30 
32 


12 

0 

0 

0 

0 

0 

20 
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When  asked  vhat  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  29  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  20  percent  said  it 
partially  influenced  them,  and  51  percent  said  it  had  no  effect. 

The  same  inconsistency  that  was  noted  for  the  middle  managers  applies 
to  the  supervisors:  while  49  percent  said  that  the  availability  of 

financial  aid  had  motivated  them  to  some  extent  to  undertake  additional 
education,  no  one  was  actually  enrolled  and  only  three  were  planning 
to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  RAILROADS  WITH  THOSE  OF 
MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Railroads  as  compared  with  needs  of  those  in  business  and  industry  as  seen 
in  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  were  quite  similar. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  SO  percent  or  more  of  the  top  managers: 


"Should  Have" 
Percent 

Total 


Railroads 

Report 

N<-52 

N"705 

Communication  in  the  Organization  

6S 

59 

Overall  Strategy  and  Goals  

62 

50 

Management  Development  • 

60 

53 

Industrial  Organization  and  Administration  . . 

59 

•k 

Effective  Written  Communications  

54 

SO 

Policy  Formation  . 

S3 

ic 

Managerial  Motivation  ...  

51 

•k 

Long-range  Planning  and  Forecasting  for 

Corporate  Growth  

* 

50 

Effective  Speaking  ...  

* 

50 

* Less  than  SO  percent 


4 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 


"Subordinates  * 
Needs" 
Percent 


Total 


Railroads 

Report 

N-52 

N-705 

Effective  Written  Communications  . 

83 

74 

Effective  Reading  Skills  , . 

72 

62 

Listening  Skills , . 

72 

62 

Effective  Speaking  

67 

67 

Working  Effectively  with  Individuals 
and  Groups  

67 

66 

Communication  In  the  Organization 

67 

65 

Management  Development 

55 

56 

Creativity  and  Innovation  

55 

* 

Performance  Appraisal  and  Counseling 
Techniques  .... 

* 

57 

Human  Aspect  of  Management . , , , 

* 

54 

Improving  Decision  Making  of  Managers  .... 

it 

54 

* Less  than  50  percent 


Middle  Management 


Of  the  54  subjects  listed • 50  percent  or  more  of  the  middle  managers  In 
Railroads  and  in  the  total  report  Indicated  a "Should  Have"  need  for  the 
following: 


"Should  Have" 
Percent 


Management  Development 

Effective  Gonmunlcatlon  in  the  Organization 
Working  Efficiently  with  Individuals  . . . • 

Business  Letter  Writing  

Supervisory  Training  and  Employee  Development 


Total 


Railroads 

Report 

N»87 

N»1202 

68 

66 

65 

64 

61 

65 

58 

it 

51 

53 

* Less  than  50  percent 


29 


D 


) 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thou^t  represented 
educational  needs  of  those  they  supervise  were: 


"Subordinates* 

Needs" 


Percent 


Railroads 


Total 

Report 


Business  Letter  Writing  •••••• 

Supervisory  Training  and  Employee  Development 
Working  Efficiently  with  Individuals  • • • • . 
Effective  Report  Writing  ••••••••••. 

Effective  Reading  Skills  ••••••••••. 

Effective  Communication  in  the  Organization 

Oral  Presentation  of  Reports  

Management  Development 

Listening  Skills  •••••••  •. 

Creativity  and  Innovation  


N-87 

N-121 

77 

* 

69 

61 

68 

62 

68 

* 

67 

•k 

64 

56 

60 

* 

58 

* 

51 

50 

50 

* 

* Less  than  50  percent 


First»Line  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Total 

Railroads 

Report 

N^t28 

N-1713 

Fundamentals  of  the  Supervisor's  Job  . . . 

. . . 54 

64 

Safety  , 

. . . 54 

* 

Inter- Departmental  Cooperation  . 

. . . 53 

* 

Decision  Making 

. . . 50 

54 

Leadership  , 

The  Tools  and  Techniques  of  Effective 

* 

57 

Supervision 

★ 

55 

Human  Aspect  of  Management  . 

* 

53 

Communications  

* 

51 

* Less  than  50  percent 


30 
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For  the  total  report.,  ilanagerlal  and  Supervisory  Zducatlonal  ^ieeds  of 
Business  and  Industry  In  Pennsylvania/  the  following  recoiomendatlons 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications 
such  subjects  as  report  trrltlng,  effective  speaking,  conference 
leadership  - v;as  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  Industry. 

2.  Ilanagement  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  liiddle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations.  The  number  of  programs 
in  this  field  should  be  increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study ^ the  University  should  expand  its  offerings  of 
courses,  seminars workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  locations. 

5.  \^en  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first-line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self~percelved  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 


1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  Hie  fact  that  a large  number  of  management  personnel  felt  their 
superiors*  attitude  toward  their  further  education  vas  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  aanaf^ers  to  realize  and  meet  the 
needs  presented  by  tl»e  incroasing  cciaplexity  of  modern  business 
and  industry.  A number  of  the  subjects  which  appear  to  be  an 
integral  part  of  modern  management  were  not  perceived  as  needed 
by  the  managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  vyas  through  discussion 
with  company  personnel » the  company  should  be  aware  of  the 
great  potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  lianager  and  Sunervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  x^ith  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may 
aid  him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 


.) 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 

•’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Toimships  in  Pennsylvania"  1S68  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.0C  each). 


M-63 

M-64 

M-65 

M-66 

M-67 

M-68 

M-69 

M-70 

M-71 

M“72 

M-73 

M-74 

M-75 

M-76 

M-77 

M-78 

M-79 

M-80 

M-81 


Banks 

Chemical,  Rubber,  and  Plastic  Products 

Construction 

Department  Stores 

Electrical  Machinery 

Fabricated  Metal  Products 

Food  and  Kindred  Products 

Insurance 

Machinery  (Except  Electrical) 

Petroleum  Refining 
Primary  Metals 

Professional,  Scientific,  and  Controlling  Instruments 
Railroads 

Stone,  Clay,  and  Glass  Products 
Telephone  and  Telegraph 
Transportation 
Transportation  Equipment 
Gas ‘and  Electric  Utilities 
Apparel,  Textiles,  and  Leather 


"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.00) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 


Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each): 


Engineering  Fields: 


t 


E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical- Power 
E-5  Engineering-General 
E*6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


A 


Industrial  Groups: 

E-IO  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

B-IS  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

E-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E~24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 


*'The  Detemination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — * A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 

V 

Specific  Reports  by  Hospital  Departments  from  "The  Dt*. termination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H*54  Hospital  Administrators 
H“55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-60  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H*61  Personnel  Directors 

H*62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labors** 
tories 

The  above  publications  may  be 
purchased  from: 

Continuing  Education  Business  Office 
J.  Orvis  Keller  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802 


Information  about  the  above  publications 
may  be  secured  from: 

Department  of  Planning  Studies 
One  Shields  Building 
The  Pennsylvania  State  University 
University  Park,  Pennsylvania  168C2 


I 


t 


o 

ERIC 


mil 


/K003S-oc> 


MANAGERIAL  AND  SUPERVISORY 
EDUCATIONAL  NEEDS  IN  THE  STONE, 
CLAY,  AND  GLASS  PR<»UCTS  INDUSTRY 
IN  PENNSYLVANIA 


..  S^^JUiw. ::,  ***•',)  * 


MANAGERIAL  AND  SUPERVISORY 
EDUCATIONAL  NEEDS  IN  THE  STONE, 
CLAY,  AND  GLASS  PRODUCTS  INDUSTRY 
IN  PENNSYLVANIA 

M-76 


£>amuel  S.  Dubln,  Fh.D. 
Everett  Alderman,  Ed»D. 
H.  LeRoy  Marlow,  Ed.D. 


Copyright  The  Pennsylvania  State  University 

1968 


TABLE  OF  CONTENTS 


PAGE 

INTRODUCTION 1 

SURVEY  PROCEDURES  2 

SUMMARY 2 

Top  Management  2 

Middle  Management. 2 

First- Line  Supervision 3 

TOP  MANAGEMENT 3 

Educational  Needs  Within  Areas  of  Managerial  Responsibility.  ...  3 

MIDDLE  MANAGEMENT 8 

Educational  Needs  Within  Areas  of  Managerial  Responsibility.  ...  8 

Background  Information  of  Middle  Managers 16 

Personalt  Educational,  and  Professional  Background 16 

Methods  of  Updating 17 

Company  Attitudes  Toward  Education 19 

FIRST-LINE  SUPERVISION 21 

Educational  Needs 21 

Background  Information  of  First-Line  Supervisors 22 

Personal,  Educational,  and  Professional  Background.  ......  22 

Methods  of  Updating  23 

Company  Attitudes  Toward  Education 26 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  STONE,  CLAY, 

AND  GLASS  PRODUCTS  INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS 
IN  TOTAL  REPORT 28 

Top  Management 28 

Middle  Management.  29 

First-Line  Supervision 30 

RECOMMENDATIONS * 31 

For  the  University  31 

For  Business  and  Industry 31 

For  the  Individual  Manager  and  Supervisor 32 

For  Professional  Associations.  32 


i 


LIST  OF  TABLES 


1.  Top  Management  — General  Management 

2.  Top  Management  — Behavioral  Science  and  Management 

3,  Top  Management  —-Communications  Techniques  

4,  Top  Management  — Economics 

5*  Top  Management  — Quantitative  Methods  Applied  to  Business 

and  Industry 

6.  Top  Management  — Industrial  Relations  and  Personnel 

Management 

7.  Top  Management  — Financial  Management*  

8*  Top  Management  — Manufacturing  and  Production*  ******••« 

9*  Top  Management  — Marketing 

10*  Top  Management  — International  Management*  *****•••••• 

11*  Middle  Management  — General  Management  * 

12*  Middle  Management  — Behavioral  Science  and  Management 

13.  Middle  Management  — Communication 

14*  Middle  Management  — Economics 

15*  Middle  Management  — Quantitative  Methods  Applied  to  Business 

and  Industry 

16*  Middle  Management  — Computer  Operations  and  Data  Processing.  » • 

17.  Middle  Management  — Industrial  Relations  and  Personnel 

Management * 

18.  Middle  Management  — Financial  Management  

19*  Middle  Management  — Manufacturing  and  Production 

20*  Middle  Management  — Marketing 

21*  Middle  Management  — Sales  Management 

22.  Middle  Management  — International  Management 


PAGE 

5 

5 

6 
6 

6 

7 

7 

7 

8 
8 

10 

10 

11 

11 

12 

12 

13 

13 

14 

14 

15 
15 


11 


) 


) 


PAGE 


23.  Middle  Management  — Research  and  Development 

24.  Middle  Management  — Major  Fields  of  Study  of  College 

Graduates  ••••••**  

25.  Middle  Management  — Major  Areas  of  Work 

26.  Middle  Management  — Reasons  for  Not  Undertaking  Additional 

Formal  Education 

27.  Middle  Management  — Educational  Methods  Used  for  Updating 

Within  the  Past  Four  Years 

28.  Middle  Management  — Sources  of  Information  Used  In  Updatli^.  . * 

29.  Middle  Management  — Preference  for  Media  of  Course 

Presentation 

30.  Managers'  Perception  of  Company  Policy  Toward  Professional 

Development 

31.  Middle  Management  — Proportion  of  Tuition  Paid 

32.  Middle  Management  — Maximum  Amount  of  Tuition  Paid  Per  Year.  . , 

33.  First- Line  Supervision  Training  Needs  

34.  First-Line  Supervision  — Major  Fields  of  Study  of  College 

Graduates  

35.  First-Line  Supervision  — Major  Areas  of  Work  

36.  Flrst-Lfine  Supervision  — Reasons  for  Not  Undertaking 

Additional  Formal  Education  

37.  First-Line  Supervision  — Educational  Methods  Used  for 

Updating  Within  the  Past  Four  Years  

38.  First-Line  Supervision  — Sources  of  Information  Used  In 

Updating 

39.  First-Line  Supervision  — Preference  for  Media  of  Course 

Presentation 

40.  Supervisors*  Perception  of  Company  Policy  Toward  Professional 
Development 

41.  First-Line  Supervision  — Proportion  of  Tuition  Paid 

42.  First-Line  Supervision  — Maximum  Amount  of  Tuition  Paid 

Per  Year 


Ill 


15 

16 
17 

17 

18 

19 

19 

20 
20 
22 

i 

23  i 

i 

\ 

I 

24  I 

24  j 

25  I 

26 

26 

27 

27 


o 

ERIC 


J 


MANAGERIAL  ANJ  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  ST(»9E,  CLAY,  AND  GLASS  PRODUCTS  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  ia  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  th?  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  tsrpes  of 
work,  and  in  today's  highly  competitive  market  improved  efficiency 
becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 


^ , SURVEY  PROCEDURES 

L ' 

This  report  Is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  125  managers  and  supervisors  from  nine  companies  in  the  Stone, 
Clay,  and  Glass  Products  Industry  in  Pennsylvania.  The  survey  utilized 
three  questionnaire  forms,  one  for  each  level  of  management;  top  management, 
middle  management,  and  first- line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel. 

The  respondents  checked  one  of  three  choices:  "Should  Have,"  "Could  Use," 

and  "Don*t  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
I the  courses  that  represented  educational  needs  of  those  they  supervise  in 

i addition  to  their  own  needs;  this  was  not  asked  of  first- line  supervision. 

[ Middle  management  and  first- line  supervision  provided  information  on  their 

( educational  background,  methods  of  updating,  and  company  attitudes  toward 

education;  this  was  not  asked  of  top  management. 

( 

f 

I SUMMARY 

I 

I 

f Top  Management 

f 

Of  A8  courses  listed,  15  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  13  courses 
were  needed.  (Page  4) 

( ) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  six  courses  in  the  areas  of  general  management,  behavioral  science  and 
management,  and  communication,  out  of  54  courses  listed  in  six  areas. 

(Page  9) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  five  of  the  listed  courses.  (Page  .9) 

The  educational  level  was  good,  with  44  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  16-19) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  In  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 


( 
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Firct«Llne  Supervision 

^ Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should  Have" 

need  for  two  out  of  16  courses.  (Page  21) 

Twenty- two  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had 
used  a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  23-26) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Stone,  Clay,  and  Glass  Products,  21  top 
managers  from  nine  companies  completed  the  questionnaire.  Top  managers 
were  defined  as  "senior  executives  who  direct  an  enterprise  as  a whole  or 
who  head  the  major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  AS  courses  on  management 
subjects.  These  were  in  the  areas  of: 

General  Management  (lA  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (A  subjects) 

Economics  (2  subjects) 

\ Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 

/ Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (A  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (A  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of  50 
percent  or  more  were: 

"Should  Have" 
Percent 

Communication  in  the  Organization  

Managerial  Motivation  

Management  Deve lopment 

Effective  Written  Communications 

Working  Effectively  with  Individuals  and  Groups  . . . 

Performance  Appraisal  and  Counseling  Techniques  ... 

Improving  Decision  Making  of  Managers  

Industrial  Organization  and  Administration 

Human  Aspect  of  Management 

Criteria  and  Selection  of  Personnel  

Effective  Speaking 

Creativity  and  Innovation  

Listening  Skills 

/ Incentives  

Personnel  Policy  Affecting  Labor-Management  Relations 


76 

72 

68 

62 

61 

58 

57 

56 

56 

53 

53 

50 

50 

50 

50 


3 


) 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses: 

"Subordinates' 

Needs" 

Percent 


Communication  'in  the  Organization • < 

Effective  Reading  Skills  ••.«••••••* 

Working  Effectively  with  Individuals  and  Groups 
Effective  Speaking 

Listening  Skills  

Effective  Written  Communications  

Managerial  Motivation 

Improving  Decision  Making  of  Managers 

Human  Aspect  of  Management 

Performance  Appraisal  and  Counseling  Techniques 

Managerial  Accounting  and  Budgeting 

Planning  and  Utilization  of  Physical  Facilities 
Operations  Planning  and  Control 


88 

79 

78 

76 

72 

71 

67 

62 

61 

58 

56 

53 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included,  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 


i 
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TABLE  1 

GENERAL  MANAGEMENT 


(N-21) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Improving  Decision  Making  of 

Percent 

Percent 

Percent 

Managers  

Industrial  Organization  and 

57 

81 

62 

Administration  • 

Long-range  Planning  and  Fore- 

56 

100 

44 

casting  for  Corporate  Growth 

48 

77 

29 

Management  Reporting  Systems  . 

38 

71 

43 

Overall  Strategy  and  Goals  . . 
Effective  Utilization  of  Man- 
power Resources  and 

38 

67 

38 

Allocation 

Management  of  Research  and 

32 

69 

21 

Development 

Managing  Major  Change  in 

31 

62 

19 

Organizations 

31 

50 

19 

Impact  of  Computer  Technology. 

26 

58 

21 

Policy  Formation  

Impact  of  Science  and  Techno- 

24 

67 

24 

logy  on  Business  Management. 
Impact  of  Government  Legis- 
lation and  Controls  on 

24 

65 

24 

Business 

Ethical  Considerations  in 

13 

26 

19 

Business 

Impact  of  Multinational 
Aspects  of  Planning  and 

12 

41 

12 

Control 

0 

24 

18 

TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N-18) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Communication  in  the 

Organization  •••••••• 

Managerial  Motivation.  • • • • 
Working  Effectively  with 

Individuals  and  Groups  • • • 
Human  Aspect  of  Management  • • 
Creativity  and  Innovation.  . . 
Political, Social, and  Cultural 
Trends  and  Their  Impact  on 
Business  Management 


76 

100 

88 

72 

94 

67 

61 

83 

78 

56 

100 

61 

50 

67 

39 

18 


I 

I 

I 

! 

I 


3 


I 

1 


I 

i 


36 


24 
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TABLE  3 


COMMUNICATIONS  TECHNIQUES 
(N-21) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Effective  Written 

Conmninlcatlons 

. 62 

86 

71 

Effective  Speaking  

. 53 

88 

76 

Listening  Skills  

. 50 

94 

72 

Effective  Reading  Skills  • • 

. 47 

89 

79 

TABLE  4 

ECONOMICS 

(N»16) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Comparative  Economic  Systems 

. 13 

20 

27 

Economic  Trends 

. 6 

56 

13 

TABLE  5 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(B-15) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Statistical  Decision  Theory. 

. 20 

53 

33 

Survey  Course  on  Quantitative 

Methods 14  57  21 


I 


I 


] 

I 


I 


I 


) 


6 


TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-19) 


"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • 

. 68 

94 

47" 

Performance  Appraisal  and 

Counseling  Techniques.  • • 

. 58 

90 

58 

Criteria  and  Selection  of 

Personnel 

. 53 

90 

47 

Personnel  Policy  Affecting 

Labor-Management  Relations 

. 50 

78 

44 

Incentives 

. 50 

72 

39 

Personnel  Policy  Affecting 

Wage  and  Salary  Structure. 

. 44 

61 

39 

Personnel  Policy  Affecting 

Employment  Practices  ... 

. 28 

61 

33 

TABLE  7 

FINANCIAL  MANAGEMENT 

(N»18) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Managerial  Accounting  and 

Budgeting 

. 33 

55 

56 

Fundamentals  of  Financial 

Reporting  and  Statement 

Analysis 

. 12 

59 

35 

Capital  Budgeting 

. 6 

50 

28 

Financial  Planning  and 

Forecasting 

. 6 

41 

24 

TABLE  6 

MANUFACTURING  AND  PRODUCTION 

(N«18) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Operations  Planning  and 

Control.  ..  

. 44 

69 

50 

Planning  and  Utilization  of 

Physical  Facilities.  . . . 

. 35 

70 

53 

Operations  Research  Applied 

to  Production.  ...... 

. 22 

55 

22 

IliiKliiiHlMtt 


TABLE  9 

MARKETING 

(N-18) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Logistics  Planning  ..... 

. 44 

57 

25 

Pricing 

. 41 

70 

35 

Product  Planning  . 

. 39 

61 

44 

Marketing  Research  ..... 

. 12 
TABLE  10 

41 

29 

INTERNATIONAL  MANAGEMENT 
(N«15) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

International  Understanding. 
International  Economic 

. 20 

40 

20 

Analysis  

. 7 

20 

0 

MIDDLE  MANAGEMENT 

In  the  industrial  category  of  Stone,  Clay,  and  Glass  Products,  39  middle  j 

managers  from  nine  companies  completed  the  questionnaire.  Middle  managers  1 

were  defined  as  "personnel  assigned  to  executive  duties  in  the  area  between  j 

senior  executives  and  supervisors." 

I 

Educational  Needs  Within  Areas  of  Managerial  Responsibility  j 

I 

'I 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as  I 

follows:  " j 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects)  ^ 

Economics  (8  subjects)  | 

Quantitative  Methods  Applied  to  Business  and  Industry  (13  subjects) 

Computer  Operations  and  Data  Processing  (4  subjects) 

.j 

Managers  were  asked  to  Indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 


8 


The  following  courses  were  rated  ''Should  Have"  by  50  percent  or  more  of  the 
) middle  managers: 


"Should  Have" 
Percent 


Management  Development  

Performance  Appraisal  and  Counseling  Techniques. 

Working  Efficiently  with  Individuals  

Effective  Communication  In  the  Organization.  . . 
Supervisory  Training  and  Employee  Development.  • 
Creativity  and  Innovation.  ...  


71 

65 

62 

61 

55 

51 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 


"Subordinates' 

Needs" 

Percent 


Effective  Communication  In  the  Organization.  . 
Supervisory  Training  and  Employee  Development. 

Working  Efficiently  with  Individuals  

Management  Development  

Listening  Skills  


64 

63 

59 

50 

50 


The  following  tables,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  In  the  Stone,  Clay,  and  Glass  Products  Industrial  category. 
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TABLE  11 


GENERAL  MANAGEMENT 


Ilj 

(N-39) 

Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • • 

71 

95 

50 

Performance  Appraisal  and 
Counseling  Techniques,  • • • 

65 

84 

49 

Working  Efficiently  with 
Individuals 

62 

92 

59 

Supervisory  Training  and 
Employee  Development  • • • • 

55 

79 

63 

Criteria  and  Selection  of 
Personnel  for  Promotion,  • • 

45 

74 

29 

Effective  Utilization  of  Man- 
power Resources  and 
Allocation  

41 

69 

33 

Analyzing  Organizational 
Behavior  

31 

67 

31 

Principles  and  Analysis  of 
Office  Systems  

29 

66 

11 

The  Application  of  Information 
Technology  on  Decision 
Making  

14 

49 

5 

Impact  of  Science  and  Techno- 
logy on  Business  Management, 

11 

54 

11 

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth 

11 

54 

5 

Impact  of  Government  Legis- 
lation and  Controls  on 
Business  

11 

38 

3 

Impact  of  Computer  Technology, 

11 

33 

8 

TABLE  12 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N-38) 

"Should  Have"  "Subordinates ' 
"Should  Have"  and  "Could  Uae"  Needs" 


Percent 

Percent 

Percent 

Creativity  and  Innovation,  , , 
Understanding  Group  Inter- 

51 

75 

46 

action  and  Behavior 

38 

76 

38 

Human  Aspect  of  Management  , , 

37 

69 

32 

Management  Psychology 

30 

71 

22 

Industrial  Sociology  

Impact  of  Consumer  Behavior 

19 

54 

30 

on  Management,  ,,,,,,, 
Social  and  Cultural  Trends 

11 

43 

8 

and  Ihelr  Impact  on 
Business  Management 

5 

4b 

8 

10 


TABLE  13 


COMMUNICATION 

(N-37) 


Effective  Cornmunlcatlon  In 

the  Organization  

Effective  Reading  Skills  • • 
Effective  Report  Writing  • • 

Listening  Skills  

Oral  Presentation  of  Reports 
Conference  Leadership.  • • • 
Business  Letter  Writing.  . . 


Economics  of  Production  and 

Cost  ....  

The  Price  Mechanism 

Fund^entals  of  Economics.  . 

Economic  Trends.  . 

Economics  of  Technology  and 

Innovation  

The  Economic  Systems  of  the 

United  States 

International  Economics.  . . 
Comparative  Economic  Systems 


"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

. 61 

97 

64 

. 49 

84 

35 

. 46 

87 

43 

• 42 

75 

50 

. 41 

87 

38 

. 32 

62 

22 

. 31 

64 

36 

TABLE  14 

ECONOMICS 

(N-35) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

60 

17 

57 

9 

. 9 

40 

11 

40 

3 

. 6 

37 

3 

. 3 

23 

3 

. 3 

14 

3 

• 0 

14 

6 

11 
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TABLE  IS 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N-36) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Improving  Decision  Making  of 

Managers  

43 

83 

17 

Review  of  Basic  Mathematics.  • 

26 

52 

37 

Applying  Program  Evaluation 

and  Review  Techniques  (PERT) 

26 

52 

6 

Statistical  Decision  Theory.  . 

17 

63 

9 

Replacement  Management  .... 

17 

54 

6 

Inventory  Management  

17 

53 

17 

Statistical  Procedures  and 

Mcdiods  •••••••••• 

17 

48 

6 

Probability  Theory  ...... 

17 

34 

11 

Linear  Programming  

9 

32 

3 

Dynamic  Programming 

9 

32 

0 

Waiting  Lines 

6 

23 

6 

Analytic  Geometry 

6 

23 

6 

Calculus  of  Finite  Differences 

6 

21 

3 

Matrix  Algebra  

6 

15 

3 

Calculus  of  Infinite  Series.  . 

3 

18 

6 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(H-35) 

"Should  Have" 

"Subordinates 

III 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing.  . 

20 

54 

.11 

Applying  the  Computer  to 

Problems  of  Business  and 

Management  

17 

54 

11 

Fundamentals  of  Programming 

for  Computer  Operations.  . . 

9 

24 

9 

Mathematics  for  Digital 

Computers 

3 

18 

6 

i ) 
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If  the  manager's  area  of  major  responsibility  uas  not  Included  In  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 


Industrial  Relations  and  Personnel  Management 
Financial  Management  (6  subjects) 
Manufacturing  and  Production  (10  subjects) 
Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 
Research  and  Development  (5  subjects) 


(8  subjects) 


The  following  tables,  17  through  23,  show  the  responses  for 
fields  of  work: 

TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-15) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 

these  special 

"Subordinates ' 
Needs" 

Recruiting,  Interviewing, 
Selection,  Assessment  of 

Percent 

Percent 

Percent 

Personnel  and  Promotion.  . . 
Job  Analysis  and  Job 

71 

92 

29 

Evaluation  Methods  . . • • • 
Maintaining  Efficient  and  Up- 

69 

92 

69 

To-Date  Personnel  Records.  . 
Industrial  Safety  and  Medical 

64 

78 

50 

Services  .....  

50 

71 

43 

Management  and  Labor  Relations 

46 

84 

54 

A M 

In-plant  Training.  ...... 

40 

73 

27 

Employee  Benefit  Plans  .... 

25 

TABLE  18 

58 

17 

FINANCUL  MANAGEMENT 
(N-7) 

"Should  Have" 

"Subordinates' 

€l( 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Budgets . . 

29 

58 

14 

Managerial  Accounting 

Financial  Planning  and  Fore- 

14 

28 

0 

A 

casting . 

0 

17 

0 

Taxes 

Fundamentals  of  Financial 
Reporting  and  Statement 

0 

17 

0 

Analysis  .......... 

New  Developments  in  Equipment 

0 

14 

0 

Replacement  Policy  

0 

13 

14 

0 

TABLE  19 


MANUFACTURING  AND  PRODUCTION 
(N-26) 


Value  Analysis  •••••, 
Maintenance  Planning  and 

Control 

Production  Planning  and 
Control  Management  • • . 

Quality  Control 

^itomatlon 

Materials  Handling  • • • . 
Methods  Analysis  and  Uork 

Simplification  

Inventory  Management  • • , 
Engineering  Economy*  • • • 
Organization  and  Managemei 
Purchasing  Operations*  . 


Product  Planning  

Fundamentals  of  Pricing*  • 
Marketing  Management  • * * 
Marketing  Research  • * * * 
Physical  Distribution  Meth< 
Application  of  Management 
Science  and  Computers  to 
Marketing  Problems  * * * 

Brand  Marketing 

Packaging  Design  and 

Development 

Fundamentals  of  Marketing* 


"Should  Have" 

"Subordinates  * 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

65 

95 

48 

56 

84 

48 

54 

89 

27 

48 

80 

36 

• 

48 

76 

20 

43 

78 

57 

39 

91 

52 

35 

70 

26 

32 

68 

18 

Df 

• 

25 

67 

17 

TABLE  20 

MARKETING 

(N-10) 

"Should  Hove" 

"Subordinates' 

l«j 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

40 

90 

40 

• 

38 

51 

0 

29 

29 

14 

29 

29 

14 

S. 

25 

50 

0 

25 

38 

0 

25 

25 

0 

14 

71 

29 

• 

14 

43 

14 

14 


TABLE  21 


[ ) 


SALES  MANAGEMENT 
(N-6) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


"Subordinates' 

Needs" 


Percent 

Percent 

Perci 

Motivating  Salesmen 

20 

40 

0 

Training  of  Field  Salesmen  . . 

0 

20 

20 

Compensation  of  Field  Salesmen 

0 

20 

0 

Selection  and  Evaluation  of 
Field  Salesmen  

0 

17 

17 

TABLE  22 

INTERNATIONAL  MANAGEMENT 
(N«4) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 


Percent 


"Subordinates' 

Needs" 

Percent 


O 


Appraising  and  Developing 

Foreign  Markets 

International  Law 

International  Understanding. 


0 

0 

0 


25 

0 

0 


0 

25 

25 


Seven  other  courses  were  listed*  and  no  loanagers  reported  a need  £or  them** 
selves  or  for  those  they  supervise. 

TABLE  23 


RESEARCH  AND  DEVELOPMENT 
(N«6) 


Evaluation  of  the  Research  and 
Development  Programs  .... 
Planning  Budgeting  and  Control 

of  Projects  

Guidelines  for  Selecting  and 
Appraising  New  Projects.  . . 
Building  Research  and  Develop* 

ment  Teams  

Supervision  and  Management  of 
Research  Services 


kould  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

17 

50 

0 

17 

50 

0 

17 

50 

0 

0 

50 

17 

0 

33 

17 

( s 


15 


Background  Information  of  Middle  Managers 

Personal 9 Educational 9 and  Professional  Background 

Slxty-slx  percent  (W®26)  of  the  39  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment.  Ninety- two  percent  (N“35)  had  completed  high 
school9  44  percent  (N-17)  had  the  bachelor’s  degrec9  and  eight  per- 
cent (N-3)  had  the  master’s  degree.  No  one  had  the  doctorate. 
Thirteen  percent  (N“5)  went  to  business  school  and  13  percent  (N“5) 
went  to  trade  school.  The  major  fields  of  study  for  the  under- 
graduate and  graduate  degrees  are  given  below: 

TABLE  24 

MAJOR  FIEIDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor ’ s Master’s 


Architecture  1 ^ 

Business  Administration 5 2 

Engineering 3 ^ 

Liberal  Arts  5 0 

Mineral  Industries  2 0 

Psychology 1 ^ 

Other  (not  specified) 0 1 

Total 17  3 


The  major  areas  of  work  for  the  middle  managers  In  the  Stone 9 Clay 9 
and  Glass  Products  Industry  are  shown  below: 

TABLE  25 

I^OR  AREAS  OF  WORK 

Number  Percent 

Managers  Managers 


Administration 9 23 

Engineering 3 8 

Finance 2 5 

Industrial  Relations  2 5 

Manufacturing 13  37 

Marketing  and  Sales 1 3 

Production  Control  — Records 3 8 

Purchasing  and  Procurement 2 5 

Traffic  and  Transportation  1 3 

Other  (not  specified) 1 3 

Total 39  100 


16 


1 


) 


1 
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Methods  of  Updating 

Sixty-two  percent  (N-23)  of  the  middle  managers  would  take  a credit 
course  and  percent  (N-29)  would  take  a non-credit  course  if  they 
were  offered  locally. 

Two  managers  were  currently  enrolled  for  the  bachelor *s  degree , and 
one  for  the  master's.  Four  managers  planned  to  enroll,  two  for  the 
bachelor's  and  two  for  the  master's  degrees.  The  curriculum  of  four 
managers  was  business  administration. 

Eighty- two  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 
Managers  Managers 

Don't  hove  the  time 

Live  too  far  from  educational  center.  ...  13 

Cannot  afford  it ^ 13 

Job  deiuwUds  no  more  education 3 9 

Not  interested 3 9 

Not  a high  school  graduate.  ........  2 6 

Other  (not  specified) 6 19 

Total 32  100 

The  variety  of  educational  methods  used  by  middle  managers  for  up* 
dating  within  the  past  four  years  follows: 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N»39) 


Number  Percent 
Managers  Managers 


Workshops  or  seminars  on  managerial  topics 
Managerial  development  within  company  . . . 
Company  in-service  training  courses  . . . . 
Attendance  at  regional  or  national  meetings 

of  professional  societies  ...  

Correspondence  courses.  ...  

Short  refresher  courses  at  colleges  or 

universities . . 

Workshops  or  seminars  in  liberal  arts  or 

humanities 

High  school  courses  


21 

19 

15 

12 

5 

4 

1 

1 


54 

49 

38 

31 

13 

10 

3 

3 


I 


17 


o 
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Msny  sourc68  o£  Infomstlon  wer6  uS6d  by  th©  nilddl©  iD8n8g6rs  to  keop 
up  with  new  developments.  Teble  28  lists  these  sources: 


TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-39) 


Percent 


0) 

9 


0) 


0) 

fH 

.O 


0) 

60 

CO 


Discussion  with  company  personnel 

Use 

Freqi 

Aver 

Use 

(Informal  or  formal)  

Subordinate- superior  discussions 

59 

38 

or  meetings . . . • 

50 

45 

In-plant  reports  and  bulletins  . . 

48 

41 

Manufacturer ' s literature 

30 

43 

Business  reports  

28 

41 

Company  In-service  courses  .... 

16 

19 

Professional  society  meetings.  . . 

14 

27 

Management  journals 

Technical  books,  reports. 

11 

57 

abstracts,  and  Indexes  ..... 

8 

40 

Scientific  and  technical  journals. 
Lectures,  conferences,  workshops. 

8 

38 

and  seminars  

3 

62 

Use  of  consultants  

3 

24 

O & 
a 0) 
D > 


£ 

0) 

O (0 
Q 9 


0)  n 

01  fH 
Q «rl 

5 

•o  > 
»-<  <«! 
9 
O 

tS  H 


5 

8 

24 

28 

19 

19 

22 


0 

0 

3 

3 

19 

35 

5 


0 

3 

0 

0 

27 

5 

5 


38 

32 


14 

19 


0 

3 


16 

35 


11 

30 


8 

8 


College  end  university  evening 

courses • • 

College  and  university  dey 
courses 


3 

0 


8 

8 


19 

11 


59 

75 


11 

6 


Middle  mnnogers  responded  to  8 listing  of  seven  educotlonsl  medis, 
other  th8n  clsssroom  Instruction,  through  which  they  would  t8ke 
courses.  (Tsble  29) 
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TABLE  29 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-39) 

Number  Percent 
Managers  Managers 


Correspondence  courses 15  38 

Programmed  Instruction.  14  36 

Educational  television 13  33 

Courses  recorded  on  tapes 6 15 

Courses  recorded  on  records  6 15 

Two-way  telephone  courses  4 10 

Two-way  radio  courses  2 5 


Company  Attitudes  Toward  Education 

Of  the  39  managers  responding  to  a question  on  the  attitudes  of  their 
immediate  superior  toward  continuing  their  education,  56  percent 
(N«22)  said  the  superior  encouraged  them  and  44  percent  (N*17)  said 
the  superior  was  noncommittal.  No  one  said  the  superior  discouraged 
him. 

f 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  30 


MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N«38) 


Attend  professional 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

Percent 

Do  Not  Know 
Percent 

meetings  

Attend  company  training 

83 

11 

3 

3 

courses.  ....... 

Hold  office  in  pro- 

81 

0 

3 

16 

fessional  societies.  . 
Attend  seminars  or  work- 
shops away  from  the 

78 

11 

3 

8 

company 

78 

5 

3 

14 

Enroll  for  advanced  work 
Write  technical  and 

64 

14 

0 

22 

professional  papers.  . 
Educational  leave  of 

60 

17 

3 

20 

absence.  • 

9 

17 

17 

57 

19 





Slxty-'flve  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  32  percent 
were  not,  and  three  percent  did  not  know.  Sixty- two  percent  said 
the  training  was  entirely  on  company  time,  19  percent  said  it  was 
partly  on  company  time,  three  percent  said  it  was  not  on  compai^ 
time,  and  16  percent  did  not  know. 

Seventy- four  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Eighteen  percent  said  it  did  not  and  eight  percent 
did  not  know.  Fifty- six  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
29  managers  who  responded  to  this  question,  follows: 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 21 

About  3/4 ^ 

About  2/3 0 

About  1/2 3 

About  1/3 0 

Less  than  1/3 0 

Don't  know 0 

Total 29 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 

by  the  companies  for  which  the  middle  managers  work:  j 

TABLE  32  j 

I 

MAX™m  amount  of  TUITION  I 

PAID  PER  YEAR  I 

j 

Number 

Managers  | 


More  than  $300  10 

251  - 300 0 

201  - 250 0 

151  - 200 2 

101  - 150.  0 

51  - 100 0 

50  or  less 0 

Don't  know  1^ 


Total 


20 


When  asked  about  the  effect  of  available  company  educational  assls- 
tance  In  motivating  them  to  undertake  further  education,  31  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  45 
percent  said  It  had  partially  Influenced  them,  and  24  percent  said 
It  had  no  effect.  There  Is  an  Inconsistency  here:  while  76  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent 
to  take  further  education,  only  three  persons  were  actually  enrolled 
and  four  were  planning  to. enroll.  However,  some  ^A^o  had  completed 
their  educational  objectives  may  have  been  so  motivated  at  the  time 
they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  Industrial  category  of  Stone,  Clay,  and  Glass  Products,  65  first- 
line  supervisors  from  nine  companies  completed  the  questionnaire.  First- 
line  supervisors  were  defined  as  "those  whose  major  activities  have  to  do 
with  supervisory  and  foreman  activities."  The  supervisors  responded  to  a 
listing  of  16  course  titles  In  the  area  of  supervisory  responsibility. 

They  provided  Information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating,  and  company  attitudes  toward  education. 

Educatlonel  Needs 


The  65  first- line  supervisors  in  the  category  of  Stone,  Clay,  and  Glass 
Products  were  asked  to  indicate  which  of  the  16  courses  listed  In  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don’t  Really  Need."  The 
following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
supervisors: 


"Should  Have" 
Percent 

Fundamentals  of  the  Supervisor’s  Job 56 

Safety 


Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  33 


I 


I 


I 


i 


( 


i 


I'. 

i 

i 


r 
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FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N-63) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
No.  7.  ' No.  7. 


Principles  of  Supervision 


Fundamentals  of  the  Supervisor's  Job  . . 

35 

56 

57 

91 

Supervisor's  Role  in  Employee  Discipline 

27 

46 

48 

82 

Decision  Making.  ...  

The  Tools  and  Techniques  of  Effective 

27 

45 

51 

85 

Supervision 

27 

45 

49 

82 

Supervisor's  Role  in  Company  Economics  . 

25 

42 

50 

84 

Inter-Departmental  Cooperation  

23 

38 

48 

80 

Employee  Training  and  Evaluation 

Safety 

32 

53 

55 

91 

Employee  Training 

28 

46 

48 

79 

Evaluation  of  Employee  Performance  ... 

24 

41 

45 

77 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  . . 

25 

42 

45 

76 

Labor  Relations 

25 

40 

44 

71 

Labor  Relations  Legislation 

10 

18 

30 

53 

Developing  Those  We  Supervise 

Leadership 

30 

49 

54 

88 

Communications 

27 

44 

50 

82 

Human  Aspect  of  Management 

25 

41 

52 

85 

Developing  the  Work  Team  

20 

33 

43 

71 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Fifty-four  percent  (N<b31)  of  the  first- line  supervisors  were  40  years 
of  age  or  younger.  Sixty-one  percent  (N°^39)  were  high  school  graduates 
22  percent  (N"14)  had  the  bachelor's  degree,  and  no  one  had  the 
master's  degree  or  the  doctorate.  Two  percent  (N«l)  had  gone  to 
business  school  and  17  percent  (N^ll)  to  trade  school.  The  major 
fields  of  study  for  the  bachelor's  degree  are  indicated  in  the 
following  table: 
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TABLE  34 


MAJOR  FIEU)S  OF  STUDY  OF  COLLEGE  STUDENTS 


Number 
Bachelor* 9 


Business  Administration  3 

Engineering  . 6 

Liberal  Arts 1- 

Psychology 2 

Other  (not  specified) 2 

Total 14 


Below  is  a listing  of  the  major  areas  of  work  for  the  first-line 
supervisors  in  the  Stone,  Clay,  and  Glass  Products  industry: 


TABLE  35 

MAJOR  AREAS  OF  WORK 


Administration.  • • 

Engineering 

Industrial  Relations 

Maintenance  

Manufacturing  ...  • 

Production  Control  — Records  .... 
Service  (yard  and  labor  personnel, etc. 
Other  (not  speaified)  

Total 


Number 

Supervisors 

. 3 

. 4 

. 3 

. 10 

. 23 

. 8 

) 10 

. 2 

. 63 


Percent 

Supervisors 

5 

6 
5 

16 

36 

13 

16 

3 

100 


Methods  of  Updating 

Fifty  percent  (N=32)  of  the  first- line  supervisors  would  take  a credit 
course  and  71  percent  (N«45)  would  take  a non-credit  course  if  they 
were  offered  locally. 

One  supervisor  was  enrolled  for  the  associate  degree.  Twelve  super- 
visors planned  to  enroll:  three  for  the  bachelor’s  degree  and  nine 

for  the  master's.  Major  fields  of  study  were:  seven  in  business 

administration,  three  In  engineering,  and  two  In  other  fields  which 
were  not  specified. 

For  the  eighty  percent  (N«52)  of  the  eupervlsors  who  did  not  have 
plans  for  further  formal  education,  the  following  reasons  were  indicated: 
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TABLE  36 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Supervtflors  Supervisors 


Not  a high  school  graduate  1^ 

Don't  have  the  time H 21 

Cannot  afford  it 10  1^ 

Job  demands  no  more  education*  • • • • 8 13 

Live  too  far  from  educational  center  *4  8 

Not  interested 3 0 

Other  (not  specified) 2 4 

Total 52  100 


p^ygt«.Xlne  supervisors  had  used  a variety  of  educational  methods  tor 
updating  within  the  past  four  years. 


TABLE  37 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N*>65) 


Number  Percent 

Supervisors  Supervisors 


Managerial  development  within  company 
Compai^  in-service  training  courses  • 
Workshops  or  seminars  on 

managerial  topics  

Attendance  at  regional  or  national 
meetings  of  professional 

societies  ••  

Correspondence  courses*  •••**** 
Short  refresher  courses  at 

colleges  or  universities 

Workshops  or  seminars  in  liberal 

arts  or  humanities 

High  school  courses  to  improve  Job 

performance  

Television  courses 


24 

23 

21 

10 

10 

2 

1 

1 

1 


37 

35 

32 

15 

15 

3 

2 

2 

2 
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The  sources  of  information  used  by  first- line  supervisors  in  keeping 
up  to  date  with  new  developments  are  showu  in  the  following  table: 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-55) 


Discussion  with  company  personnel 
(informal  or  formal)  ...... 

Subordinate- superior  discussions 

or  meetings . . . . 

In-plant  reports  and  bulletins 
Manufacturer's  literature.  . . . 
Management  Journals.  ..•••• 
Lectures,  conferences,  workshops, 

and  seminars  

Company  in-service  courses  ... 
Technical  books,  reports, 

abstracts,  and  indexes  .... 
Scientific  and  technical  Journals 
Professional  society  meetings.  . 

Use  of  consultants  

Business  reports  

College  and  university  evening 

courses . . . 

College  and  university  day 

courses 


Percent 


Use 

Frequently 

Average 

Use 

Use  Very 
Little 

Do  Not 
Use 

Would  Use 
If  Available 

63 

35 

0 

0 

2 

60 

31 

7 

0 

2 

53 

33 

5 

5 

4 

31 

44 

9 

11 

5 

28 

28 

22 

13 

9 

20 

28 

24 

15 

13 

19 

17 

17 

17 

30 

18 

40 

7 

24 

11 

15 

31 

16 

31 

7 

10 

10 

17 

50 

13 

8 

25 

23 

36 

8 

5 

44 

20 

29 

2 

2 

2 

6 

64 

26 

2 

2 

2 

82 

12 

First- line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  39) 


TABLE  39 


PREFERENCE  FOR  MEDU  OF  COURSE  PRESENTATION 

(;^-65) 


Number  Percent 

Supervisors  Supervisors 


Correspondence  courses  29  45 

Programmed  instruction  23  35 

Educational  television  10  15 

Courses  recorded  on  records 3 5 

Two-way  radio  courses 3 5 

Courses  recorded  on  tapes 2 3 

Two-way  telephone  courses 1 2 

Other  (not  specified) 3 5 


Company  Attitudes  Toward  Education 

A total  of  60  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education. 
Sixty-two  percent  (N"37)  said  the  superior  encouraged  them;  37  percent 
(N"22)  said  he  was  noncommittal,  and  one  percent  (N"l)  said  he  dis- 
couraged him. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  a lack  of  policy  or  a lack  of 
communication. 


TABLE  40 


SUPERVISORS’  PERCEPTION  OF  COMPANY 
POLICY  TOtJARD  PROFESSIONAL  DEVELOPMENT 

(N»54) 


Enc our sees 

Noncommittal 

Discourages 

Do  Not  Know 

Attend  compaiKir  training 

Percent 

Percent 

Percent 

Percent 

courses 

Attend  seminars  nr  work- 
shops away  from  the 

85 

4 

2 

9 

company 

69 

12 

0 

19 

Enroll  for  advanced  work 
Attend  professional 

65 

10 

2 

23 

meetings  

Hold  office  in  pro- 

62 

12 

2 

24 

fessional  societies.  . 
Write  technical  and  pro- 

42 

29 

5 

24 

fessional  papers  . . . 
Educational  leave  of 

37 

18 

3 

42 

absence 

24 

13 

26 

2 

61 

Seventy-five  percent  of  the  supervisors  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training:  20  percent 
said  their  company  did  not  provide  it  and  five  percent  did  not  know* 
Forty- two  percent  said  the  training  was  completely  on  company  time, 

S4  percent  said  it  was  partly  on  company  time,  nine  percent  said  it 
was  entirely  on  the  men*s  own  time,  and  15  percent  did  not  know* 

Eighty-one  percent  reported  that  their  company  had  an  educational 
assistance  plan;  11  percent  said  it  did  not,  and  eight  percent  did  not 
know*  Fifty-nine  percent  said  the  course  must  be  Job-related  in 
order  to  qualify  for  educational  assistance* 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the  41 
supervisors  who  answered  this  question,  is  shown  in  the  table  below: 

TABLE  41 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 


All  or  almost  all 
About  3/4*  * * * 
About  2/3*  * * * 
About  1/2*  * * * 
About  1/3*  * * * 
Less  than  1/3*  * 
Don't  know  * * * 


20 

7 

1 

3 

0 

0 

10 


Total * * * 

Table  42  shows  the  mascimum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first- line  supervisors* 

TABLE  42 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300  * 
251  - 300*  * * * 

201  - 250*  * * * 

151  200*  * * * 

101  - 150.  * * * 

51  - 100*  * * . 

50  or  less*  • * 

Don't  know  * * * 


Total 


Number 

Supervisors 

5 

1 

0 

1 

0 

0 

1 

30 

38 
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When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  23  percent  of  the 
supervisors  said  It  strongly  encouraged  thepi,  47  percent  said  It 
partially  Influenced  them,  and  30  percent  said  It  had  no  effect. 

The  seeming  Inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  While  70  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  only  one  of  the  65  respondents  was 
actually  enrolled  and  12  were  planning  to  enroll. 

COMPARISON  OP  NEEDS  OP  MANAGERS  AND  SUPERVISORS  IN  THE  STONE,  CLAY,  AXjO 
GLASS  PRODUCTS  INDUSTRY  WITH  THOSE  OP  MANAGERS  AND  SUPERVISORS  IN  TOTAL 

REPORT 

The  educational  needs  of  managers  and  supervisors  In  the  Industrial  category 
of  Stone,  Clay,  and  Glass  Products  as  compared  with  needs  of  those  In 
business  and  Industry  as  seen  In  the  total  report,  "Managerial  and  Super- 
visory Educational  Needs  of  Business  and  Industry  In  Pennsylvania,  varied 
a good  deal.  Por  top  and  middle  management  and  those  they  supervise,  the 
needs  were  higher,  but  for  the  first- line  supervisors  the  needs  were  lower. 

Tod  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 

"Should  Have" 
Percent 


Stone,  Clay,  Total 
and  Glass  Products  Report 


Communication  In  the  Organization 

Managerial  Motivation  

Management  Development 

Effective  Written  Communications  

Working  Effectively  with  Individuals  and  Groups.  . . . 
Performance  Appraisal  and  Counseling  Techniques.  . . . 

Improving  Decision  Making  of  Managers.  

Industrial  Organization  and  Administration  

Human  Aspect  of  Management 

Criteria  and  Selection  of  Personnel 

Effective  Speaking  

Creativity  and  Innovation 

Listening  Skills  

Incentives 

Personnel  Policy  Affecting  Labor- Management  Relations. 
Long-range  Planning  and  Porecasting  for  Corporate 

Growth 

Overall  Strategy  and  Goals  


N-21 

N«*705 

76 

59 

72 

* 

68 

53 

62 

50 

61 

* 

58 

* 

57 

* 

56 

* 

56 

* 

53 

* 

53 

50 

50 

ie 

50 

•k 

50 

k 

50 

k 

* 

50 

* 

50 

* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  super* 
vise  needed  the  following  subjects: 


"Subordinates' 

Needs" 


Percent 


Stone,  Clay, 
and  Glass  Products 
N-21 


Total 

Report 

N-705 


Communication  in  the  Organization 88 

Effective  Reading  Skills 79 

Working  Effectively  with  Individuals  and  Groups  ...  78 

Effective  Speaking 76 

Listening  Skills 72 

Effective  Written  Communications 71 

Managerial  Motivation  67 

Improving  Decision  Making  of  Managers 62 

Human  Aspect  of  Management 61 

Performance  Appraisal  and  Counseling  Techniques  ...  58 

Managerial  Accounting  and  Budgeting  56 

Planning  and  Utilization  of  Physical  Facilities  ...  53 

Operations  Planning  and  Control  ......  50 

Management  Development * 


65 
62 

66 
67 
62 
74 

* 

54 

54 

57 

* 


* 

;Hr 

56 


* Less  than  50  percent 


Middle  Management 


Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Stone,  Clay,  and  Glass  Products  and  in  the  total  report  indicated  a "Should 
Have"  need  for  the  following: 


"Should  Have" 


Percent 


Stone,  Clay, 
and  Glass  Products 
N«39 


Total 

Report 

N«l,202 


Management  Development 71 

Performance  Appraisal  and  Counseling  Techniques  ...  65 

Working  Efficiently  with  Individuals  62 

Effective  Communication  in  the  Organization  .....  61 

Supervisory  Training  and  Employee  Development  ....  55 

Creativity  and  Innovation  51 


66 

* 

65 

64 

53 

ic 


* Less  than  50  percent 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  repre* 
sented  educational  needs  of  those  they  supervise  were: 

"Subordinates' 

Needs" 

Percent 

Stone,  Clay,  Total 
and  Glass  Products  Report 
N-39  N“1,202 


Effective  Communication  In  the  Organization  64  56 

Supervisory  Training  and  Employee  Development  • • • • 63  61 

Working  Efficiently  with  Individuals 59  62 

Listening  Skills*  •••••  50  50 

Management  Development 50  * 


* Lees  than  50  percent 


First "Line  Supervision 

Fifty  percent  or  more  of  the  first* line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 

"Should  Have" 

Percent 

Stone,  Clay,  Total 
and  Glass  Products  Report 
N-65  N«1,713 


Fundamentals  of  the  Supervisor's  Job • 56  64 

Safety 53  * 

Leadership.  * 57 

The  Tools  and  Techniques  of  Effective  Supervision  • . ^ 55 

Decision  Making  •••••  * 54 

Human  Aspect  of  Management.  ........e*..*  * 53 

Communications * 51 


* Less  than  50  percent 
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RECGMMEMDATIONS 


) 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,”  the  following  recommendations  were 
made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make  them 
available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  VRiile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should  be 
intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  in  human  relations.  The  number  of  programs  in  this 
field  should  be  increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  institutes  for  all  three  levels  of  manage- 
ment, and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first- line  supervisors  said  they  would  take  courses 

by  programmed  instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self-perceived  educational  needs  of 
managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first- line  supervisors.  A large  percentage  do  not  know 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry.  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  companj^  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

) 1.  The  individual  should  take  the  initiative  in  selecting  the  most 

appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 

other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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MANAGERIAL  AMD  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  TELEPHONE  AND  TELEGRAPH  INDUSTRY  IN  PENNSYLVANIA 


INTR(E>UCTION 

The  education  and  training  of  managers  is  a maj^r  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

A.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 
of  work,  and  in  tody's  highly  competitive  market  improved 
efficiency  becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 


SURVEY  PROCEDURES 


This  report  Is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  313  managers  and  supervisors  from  ten  companies  in  the  Tele- 
phone and  Telegraph  industry  in  Pennsylvania.  The  survey  utilized  three 
questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a nund>er  of  managerial  areas  pertinent  to  managerial  personnel. 
The  respondents  checked  one  of  three  choices:  "Should  Have,"  "Could  Use," 

and  "Don’t  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first-line  supervision. 
Middle  management  and  first-line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  atud  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Ot  48  courses  listed,  13  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  16  courses 
were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a need  for  ten  of 
54  listed  courses,  in  areas  of  communication,  general  management,  and 
behavioral  science  and  management.  (Page  9) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  12  of  the  listed  courses.  (Page  10) 

The  educational  level  was  fairly  %{gh,  with  37  percent  having  the  bachelor's 
degree.  Middle  managers  had  used  many  methods  of  instruction  and  sources 
of  information  for  updating,  and  reported  generally  favorable  attitudes 
toward  education  on  the  part  of  their  companies.  (Pages  17-20) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The 
Pennsylvania  State  University,  1967.  A total  of  3,620  managers  at  three 
levels  in  250  companies  took  part  in  the  survey:  705  top  managers, 

1,202  middle  managers,  and  1,713  first- line  supervisors.  Twenty- two 
industrial  categories  and  eight  sizes  of  companies  were  represented  in 
tha  study. 
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First-Line  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should  Have" 
need  for  12  out  of  16  courses.  (Page  .22) 

'^elve  percent  of  the  supervisors  had  the  bachelor’s  degree.  They  had  used 
a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education. 
(Pages  23.,  24) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Telephone  and  Telegraph,  58  top  managers  from 
ten  companies  completed  the  questionnaire.  Top  managers  were  defined  as 
"senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the 
major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  with  a "Should  Have"  need  of  50  percent  or  more  were: 

"Should  Have" 
Percent 

Communication  in  the  Organization  

Impact  of  Computer  Technology  

Performance  Appraisal  and  Counseling  Techniques  

Overall  Strategy  and  Goals  

Management  Development  

Effective  Speaking  

Listening  Skills  

Managerial  Motivation  

Working  Effectively  with  Individuals  and  Groups 

Long- xange  Planning  and  Forecasting  for  Corporate  Growth.  . . . 

Managing  Major  Change  in  Organizations 

Policy  Formation 

Improving  Decision  Making  of  Managers 


67 

65 

61 

60 

57 

56 

56 

56 

56 

54 

52 

50 

50 
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Fifty  percent  or  more  of  the  top  managers  Indicated  that  those  they  super- 
I vise  needed  the  following  courses*. 

‘‘Subordinates ' 
Needs’ 
Percent 


Effective  Written  Communications  87 

Improving  Decision  Ilaklng  of  Ilanagers 85 

Working  Effectively  with  Individuals  and  Groups 83 

Effective  Speaking  80 

Communication  In  the  Organization 79 

Performance  Appraisal  and  Counseling  Techniques 76 

Listening  Skills 75 

ilanagement  Development 74 

Effective  P.eadlng  Skills 71 

Human  Aspect  of  management 69 

Ilanagerlal  Motivation 67 

Criteria  and  Selection  of  Personnel 67 

Impact  of  Computer  Technology 59 

Ilanagement  Reporting  Systems  55 

Statistical  Decision  Theory 53 

Creativity  and  Innovation 52 


Tables  1 through  10  show  the  extent  of  the  top  managers’  needs  for  each 
subject  listed s ranked  according  to  the  Should  Have’  response.  Also 
included.  In  the  ‘Subordinates'  Needs  column^  are  the  subjects  Indicated 
by  tap  management  as  being  needed  by  those  they  supervise. 
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TABLE  1 


GEUEHAL  MAIIAGEMEIIT 

(N«58) 

Should  Have 

"Subordinates 

u 

Should  Have 

and  ’’Could  Use  ' 

Needs 

Percent 

Percent 

Percent 

Impact  of  Computer  Technology.  . 

65 

87 

59 

Overall  Strategy  and  Goals  . . . 
Long>*range  Planning  and  Fore- 

60 

76 

36 

casting  for  Corporate  Grovth  . 

54 

83 

39 

Ilanaglng  14a j or  Change  In 

Organizations 

Improving  Decision  liaklng  of 

52 

78 

30 

Managers  

50 

91 

85 

Policy  Formation  

50 

79 

30 

Management  Reporting  Systems  . . 
Impact  of  Government  Legislation 

47 

81 

55 

and  Controls  on  Business  . . . 
Industrial  Organization  and 

46 

79 

42 

Administration  

Effective  Utilization  of  Man- 

46 

75 

37 

power  Resources  and  Allocation 
Impact  of  Science  and  Technology 

42 

77 

44 

on  Business  Management  . . . . 
Ethical  Considerations  In 

40 

73 

37 

Business  

30 

69 

36 

Management  of  Research  and 

Development 

Impact  of  Multinational  Aspects 

7 

24 

7 

of  Planning  and  Control.  . . . 

2 

6 

2 

TABLE  2 

BEHAVIORAL  SCIENCE  AND  im’AGEMENT 

(N=57) 

'Should  Rave' 

"Subordinates 

’'Should  Have' 

and  Could  Use'' 

Needs" 

Percent 

Percent 

Percent 

Communication  in  the 

Organization  

67 

92 

79 

Ilanagerlal  Motivation 

Working  Effectively  with 

56 

93 

67 

Individuals  and  Groups  . . . . 

56 

82 

83 

Creativity  and  Innovation.  . . . 

46 

65 

52 

Human  Aspect  of  Management  . . . 
Political,  Social,  and  Cultural 

45 

78 

69 

Trends  and  Their  Impact  on 
Business  Management 

26 

60 

32 
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TABLE  3 

COMMUNICATIONS  TECHNIQUES 
(N=56) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 

"Subordinates' 

Needs" 

Percent  Percent 

Percent 

Effective  Speaking  56 

Listening  Skills  56 

Effective  Written  Communications  48 

Effective  Reading  Skills  • • • • 43 

TABLE  4 

ECONOMICS 

(N=48) 

"Should  Have" 

86 

83 

77 

75 

"Should  Have" 
and  "Could  Use" 

80 

75 

87 

71 

"Subordinates' 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends  

13 

59 

27 

Comparative  Economic  Systems  . 

• 

10 

35 

19 

TABLE  5 

QUANTITATIVE  METHODS 

APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=49) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Statistical  Decision  Theory  . 

• 

29 

62 

53 

Survey  Course  on  Quantitative 

Methods  •••«•••••• 

• 

28 

51 

32 
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TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 


(N-54) 

"Should  Have" 

"Subordlnateo* 

"Should  Have" 

and  "Could  Uce" 

Needc" 

Percent 

Percent 

Percent 

Performance  Appraioal  and 

76 

Counoeling  Techniqueo.  • • 

91 

Management  Development  . . • 
Criteria  and  Selection  of 

91 

74 

Peroonnel 

71 

67 

Incentiveo  

. . 32 

68 

38 

Peroonnel  Policy  Affecting  Labor- 

74 

41 

Management  Relatione  • • • 

Peroonnel  Policy  Affecting  Wage 

67 

29 

and  Salary  Structure  « . . 
Peroonnel  Policy  Affecting 

58 

38 

Employment  Practiceo  • • • 

TABLE  7 

FINANCIAL  MANAGEMENT 

(N»5A) 

"Should  Have" 

"Subordlnateo' 

"Should  Have" 

and  "Could  Use" 

Needc" 

Percent 

Percent 

Percent 

Capital  Budgeting 

Financial  Planning  and 

. . 44 

64 

69 

35 

25 

Forecaoting 

Managerial  Accounting  and 

. . 43 

66 

38 

Budgeting 

Fundamentalc  of  Financial 

Reporting  and  Statement 
Analyoio  

63 

42 

TABLE  8 

MANUFACTURING  AND  PRODUCTION 

(N«^5) 

"Should  Have" 

"Subordlnateo* 

"Should  Have" 

and  "Could  Uoe" 

Needs" 

Percent 

Percent 

Percent 

Planning  and  Utilization  of 

29 

18 

Phyolcal  Facilities.  . . . 

Operations  Planning  and  Control.  5 

19 

14 

Operations  Research  Applied  to 

17 

Production  

1 

7 
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TABLE  9 


MARKETING 

(N«48) 

"Should  Hav6" 

"Should  Have" 
and  "Could  Use' 

Percent 

Percent 

Marketing  Research  • • • • 

40 

Pricing  

33 

Product  Planning  

28 

Logistics  Planning  • • • • 

19 

TABLE  10 

INTERNATIONAL  MANAGEMENT 
(N«48) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


"Subordinates' 

Needs" 

Percent 

29 

20 

lA 

10 


"Subordinates' 

Needs" 

Percent 


International  Understanding  • , 15 

International  Economic  Analysis  4 


34 

25 


8 
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MIDDLE  MANAGEMENT 


In  the  industrial  category  of  Telephone  and  Telegraph,  108  middle  managers 
from  ten  companies  coo^leted  the  <iuestionnaire«  Middle  managers  were 
defined  as  "personnel  assigned  to  executive  duties  in  the  area  between 
senior  executives  and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  "Should  Have,^'  "Could  Use,"  or  "Don’t  Really  Need.' 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


"Should  Have" 
Percent 


Effective  Communication  in  the  Organization.  . • 

Working  Efficiently  with  Individuals 

Management  Development 

Performance  Appraisal  and  Counseling  Techniques. 
Criteria  and  Selection  of  Personnel  for  Promotion 
Supervisory  Training  and  Employee  Development.  . 

Listening  Skills  • • 

Human  Aspect  of  Management 

Effective  Reading  Skills  ....  

Oral  Presentation  of  Reports  


81 

76 

72 

89 

68 

58 

58 

56 

54 

53 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they 
supervise  needed  the  following  courses: 
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"Subordinates ' 
Needs" 
Percent 


Supervisory  Training  and  Employee  Development gg 

Working  Efficiently  with  Individuals  gl 

Effective  Communication  In  the  Organization 77 

Management  Development 73 

Listening  Skills  ! ! ] ! 68 

Performance  Appraisal  and  Counseling  Techniques 66 

Effective  Reading  Skills  65 

Business  Letter  Writing 53 

Oral  Presentation  of  Reports  61 

Criteria  and  Selection  of  Personnel  for  Promotion 5g 

Effective  Report  Writing  57 

Human  Aspect  of  Management  . . 56 


The  tables  following,  11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  In  the  Telephone  and  Telegraph  category. 


TABLE  11 

GENERAL  MANAGEMENT 
(N«102) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use'*  Needs" 


Working  Efficiently  with 

Percent 

Percent 

Percent 

Individuals 

76 

95 

81 

Management  Development  

Performance  Appraisal  and 

72 

94 

73 

Counseling  Techniques 

Criteria  and  Selection  of 

69 

88 

66 

Personnel  for  Promotion.  . . . 
Supervisory  Training  and 

68 

88 

58 

Employee  Development  

Analyzing  Organizational 

58 

82 

88 

Behavior  

Principles  and  Analysis  of 

38 

74 

28 

' Office  Systems  

The  Application  of  Information 

34 

64 

23 

Technology  on  Decision  Making. 
Long-range  Planning  and  Fore- 

30 

68 

27 

casting  for  Corporate  Growth  . 
Effective  Utilization  of  Man- 

30 

59 

19 

power  Resources  and  Allocation 

26 

60 

29 

Impact  of  Computer  Technology.  . 
Impact  of  Science  and  Technology 

25 

64 

28 

on  Business  Management  .... 
Impact  of  Government  Legislation 

17 

60 

23 

and  Controls  on  Business  . . . 

17 

53 

14 

10 


TABLE  12 


BEHAVIORAL  SCIENCE  AND  1^IANAGEI4ENT 
(N«99) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Human  Aspect  of  Management  • . 

56 

85 

56 

Creativity  and  Innovation  • . 

38 

78 

38 

Management  Psychology 

36 

79 

33 

Understanding  Group  Interaction 
and  Behavior  ........ 

35 

83 

47 

Industrial  Sociology  

20 

61 

21 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  

19 

50 

18 

Impact  of  Consumer  Behavior  on 
Management  

15 

40 

14 

TABLE  13 

COMMUNICATION 

(N«99) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Effective  Communication  In  the 

Organization  

. 81 

95 

77 

Listening  Skills  

58 

85 

68 

Effective  Reading  Skills  . » 

. 54 

85 

65 

Oral  Presentation  of  Reports 

53 

84 

61 

Business  Letter  Writing.  . • 

. 48 

79 

63 

Effective  Report  Writing  • • 

46 

77 

57 

Conference  Leadership.  . . • 

41 

79 

47 

11 


TABLE  14 


ECONOMICS 

(N=97) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Fundamentals  of  Economics  • 


The  Economic  Systems  of  the 

United  States  

The  Price  Mechanism 

Comparative  Economic  Systems. 
Economics  of  Technology  and 

Innovation  

International  Economics  • • • 


"Subordinates' 

Needs" 


Percent 

Percent 

Percent 

23 

51 

28 

19 

51 

18 

15 

41 

17 

13 

43 

13 

9 

35 

11 

3 

29 

9 

3 

24 

1 

2 

19 

1 

TABLE  IS 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=102) 


"Should  Have"  "Subordinates' 


"Should  Have"  and  "Could  Use" 


Needs" 


Improving  Decision  Making  of 

Managers  

Review  of  Basic  Mathematics.  . 
Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  . • 
Statistical  Procedures  and 

Methods  

Statistical  Decision  Theory  . 
Replacement  Management  .... 

Probability  Theory  

Waiting  Lines 

Inventory  Management  . » . » . 

Linear  Programming  

Dynamic  Programming 

Matrix  Algebra  

Analytic  Geometry  

Calculus  of  Infinite  Series.  . 
Calculus  of  Finite  Differences 


Percent 

Percent 

Percent 

45 

79 

40 

32 

55 

38 

26 

56 

26 

26 

49 

26 

21 

63 

24 

20 

47 

16 

18 

47 

20 

14 

29 

13 

10 

33 

13 

8 

29 

10 

8 

26 

9 

8 

16 

8 

6 

24 

7 

5 

15 

6 

5 

14 

4 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N«98) 


"Should  Have” 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Applying  the  Computer  to  Problems 

of  Business  and  Management  . . 

34 

66 

33 

Data  Systems  and  Processing.  . . 

33 

71 

34 

Fundamentals  of  Programming  for 

Computer  Operations 

23 

48 

24 

Mathematics  for  Digital  Computers 

15 

30 

11 

If  the  iDanager*8  area  of  major  resporislbllity  was  not  Included  In  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses. 


TABLE  17 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 


(N«49) 

"Should  Have” 

"Should  Have" 
and  "Could  Use” 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Job  Analysis  and  Job  Evaluation 

Methods 

61 

85 

48 

In-plant  i^alnlng 

60 

85 

44 

Recruiting,  Interviewing, 
Selection, Assessment  of 

Personnel  and  Promotion,  , , 

57 

88 

43 

Maintaining  Efficient  and  Up-To- 
Date  Personnel  Records  , , , 

■ 

50 

72 

35 

Industrial  Safety  and  Medical 
Serv  ces 

40 

52 

29 

Salary  and  Wage  Administration 

37 

64 

17 

Management  and  Labor  Relations 

31 

62 

24 

Employee  Benefit  Plans  , , . , 

31 

49 

18 

13 


r 


) 

/ 


TABLE  18 

FINANCIAL  MANAGEMENT 
(N=22) 


Budgets . • 

New  Developments  in  Equipment 
Replacement  Policy  . . • • 
Managerial  Accounting.  . • • 
Financial  Planning  and  Fore- 
casting  

Taxes 

Fundamentals  of  Financial 
Reporting  and  Statement 
Analysis  


"Should  Have"  "Subordinates 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

55 

82 

50 

45 

68 

23 

40 

60 

30 

35 

64 

29 

35 

53 

29 

26 

63 

26 

I 


TABLE  19 

MANUFACTURING  AND  PRODUCTION 
(N“26) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Maintenance  Planning  and  Control 

46 

61 

35 

Engineering  Economy 

33 

66 

33 

Organization  and  Management  of 
Purchasing  Operations.  . . . 

29 

39 

19 

Methods  Analysis  and  Work  Simp 11- 
ficatlon  

27 

69 

35 

Value  Analysis  

24 

34 

24 

Production  Planning  and  Control 
Management  

22 

35 

22 

Quality  Control 

21 

34 

21 

Automation  

19 

33 

19 

Inventory  Management  . . . . 

18 

36 

18 
M M 

Materials  Handling  

18 

23 

14 

TABLE  20 


IIARKETING 

(W-25) 

'“Should  Have  ‘ 

"Should  Have" 
and  'Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

Marketing  bianagement 

48 

60 

36 

Fundamentals  of  Marketing.  . . 

39 

65 

35 

Marketing  Research  

36 

63 

27 

Product  Planning  

30 

50 

20 

Application  of  Management 
Science  and  Computers  to 

I<larketlng  Problems 

29 

48 

14 

Fundamentals  of  Pricing.  . . . 

19 

43 

10 

Physical  Distribution  Methods. 

18 

27 

9 

Brand  Marketing 

14 

32 

13 

Packaging  Design  and 

Development 

10 

20 

5 

TABLE  21 

SALES  MANAGEI^HT 
(N«19) 

'•Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

Motivating  Salesmen 

53 

53 

32 

Selection  and  Evaluation  of 

Field  Salesmen  

44 

44 

31 

Compensation  of  Field  Salesmen 

40 

40 

33 

Supervision  of  Field  Salesmen. 

38 

44 

38 

Training  of  Field  Salesmen  . . 

31 

44 

38 

TABLE  22 


IHTERl^'ATIONAL  liAMAGEIIENT 
(M=12) 


"Should  have' 

Should  Have  ‘ 
and  Could  Use‘ 

Subordinates 

Needs*' 

Percent 

Percent 

Percent 

Sources  of  Funds : Financing  of 

Day-to~Day  Transactions.  . . 

• U 

25 

0 

International  Economic  Analysis 

8 

16 

8 

iionetary  Exchange  Problems  . . 

0 

17 

0 

lione  of  the  middle  managers  indicated  any  need  for  six  other  subjects  in 
international  management  for  themselves  or  for  those  they  supervise. 


TABLE  23 

i<ESEAE.CE  AI'ID  DEVELOPIIEKT 
(N«14) 

'Should  Have*'  Subordinates' 
‘ Should  Have  and  Could  Use'  I^eeds‘‘ 


Evaluation  of  the  Research  and 
Development  Program 

Percent 

25 

Percent 

33 

Percent 

17 

Guidelines  for  Selecting  and 
Appraising  New  Programs  , , , 

14 

35 

14 

Supervision  and  Management  of 
Research  Services 

8 

23 

8 

Planning  Budgeting  and  Control 
of  Projects 

7 

43 

0 

Building  Research  and 

Development  Teams.  . 

7 

36 

7 

Background  Information  of  Middle  Managers 

Personal » Educational)  and  Professional  Background 

percent  (N“AO)  of  the  middle  managers  were  40  years  of 
age  or  younger.  This  means  that  they  have  at  least  25  more  years  of 
productive  employment.  Ninety-six  percent  (N*104)  had  completed 
high  school)  37  percent  (N"40)  had  the  bachelor’s  degree)  and  three 
percent  (N"3)  had  the  master's  degree.  No  one  had  the  doctorate. 
Eleven  percent  (N-12)  went  to  business  school  and  two  percent  (N»2/ 
went  to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below. 

TABLE  24 


MAJOR  FIEU)S  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Architecture  

Business  Administration 

Education  

Engineering  ..... 

Law 

Liberal  Arts  

Psychology  


1 

15 

5 

9 

1 

8 

1 


0 

1 

1 

0 

1 

0 

0 


Total 


40 


3 


The  major  areas  of  work  for  the  middle  managers  in  the  Telephone  and 
Telegraph  Industry  are  shown  below. 

TABLE  25 


MAJOR  AREAS  OF  WORK 


Number  Percent 

Managers  Managers 


Administration  

Engineering * • 

Finance 

Industrial  Relations  

Maintenance  

Marketing  and  Sales 

Production  Control  — Records.  . . . . . 

Purchasing  and  Procurement  

Service  (yard  and  labor  personnel)  etc.) 
Traffic  and  Transportation  ....... 

Other  (not  specified).  


60 

15 

3 

3 

6 

8 

3 
2 
2 
1 

4 


Total 


107 


55 

14 

3 

3 

6 

7 

3 
2 
2 
1 

4 

100 


17 


llethods  of  Updating 

Fifty-one  percent  (W-54)  of  the  middle  managers  would  take  a credit 
course  and  53  percent  would  take  a non— credit  course  if  they 

were  offered  locally* 

Five  managers  were  currently  enrolled  for  the  bachelor's  degree* 
i'line  planned  to  enroll*  two  for  the  associate  degree*  two  for  the 
bachelor's,  and  five  for  the  master's*  The  curriculum  preferred  by 
those  enrolled  or  planning  to  enroll  was?  nine  in  business  admin- 
istration* two  in  engineering,  one  in  architecture,  and  one  in  edu- 
cation* 


Eighty-one  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 

TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

llanagers  Managers 


Don't  have  the  time 24  ci 

Not  interested 12  14 

Job  demands  no  more  education 11  12 

Live  too  far  from  educational  center*  < * * 6 7 

Cannot  afford  it 5 6 

Can  do  better  on  my  own 2 2 

Not  a high  school  graduate 2 2 

Other  (not  specified) 26  29 

Total 


Middle  managers  had  used  a variety  of  educational  methods  for  up- 
dating within  the  past  four  years* 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N-108) 


Number  Percent 

I-lanagers  Managers 


Workshops  or  seminars  on  managerial  topics* 
^lanagerlal  development  t/ithln  company  * * * 
Company  in-service  training  courses  * * * * 
Attendance  at  regional  or  national 

meetings  of  professional  societies*  * * * 
Short  refresher  courses  at  colleges  or 

universities 

Coirrespondence  courses 

Workshops  or  seminars  in  liberal  arts  or 

humanities 

Television  courses 

High  school  courses  


72 

67 

68 

63 

59 

55 

35 

32 

14 

13 

12 

11 

8 

2 

2 


7 

2 

2 


18 


\ 

/ 


) 


Many  sources  of  information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  28  lists  these  sources: 


TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-107) 


ERIC 


Discussion  with  company  personnel 

(informal  or  formal) 

In-plant  reports  and  bulletins  • • • 
Subordinate- superior  discussions  or 

meetings  

Management  Journals  

Business  reports  

Lectures,  conferences,  workshops 

and  seminars  

Manufacturer's  literature  • • . . 
Company  in-service  courses • • • • 
Technical  books,  reports,  abstracts 

and  indexes  

Scientific  and  technical  Journals 
Professional  society  meetings  • . 

Use  of  consultants 

College-university  evening  courses 
College-university  day  courses.  • 


19 


Percent 


Use 

Frequently 

Average 

Use 

Use 

Very  Little 

Do  Not 
Use 

o 

r-* 

o *3 
(0  •-« 

2 

75 

24 

1 

0 

0 

75 

21 

1 

2 

1 

73 

22 

5 

0 

0 

33 

50 

12 

3 

2 

32 

40 

21 

6 

1 

28 

47 

19 

2 

4 

25 

33 

22 

19 

1 

22 

42 

16 

10 

10 

18 

37 

28 

15 

2 

15 

40 

28 

14 

3 

9 

18 

32 

41 

0 

6 

13 

20 

58 

3 

2 

3 

13 

70 

12 

0 

1 

7 

90 

2 

iiiiiaiiaaiiiitatt 
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Middle  managers  responded  to  a listing  of  seven  educatiunafl  media, 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  Their  replies  follow. 


TABLE  29 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-108) 


Nund>er 

Percent 

ManaRers 

Managers 

Programmed  instruction  

50 

Correspondence  courses  

43 

Educational  television  

39 

Two-way  telephone  courses 

15 

Courses  recorded  on  tapes 

14 

Courses  recorded  on  records 

13 

TWo-way  radio  courses  

4 

Other  (not  specified) 

3 

Company  Attitudes  Toward  Education 

Of  the  101  managers  responding  to  a question  on  the  attitudes  of  their 
immediate  superior  toward  continuing  their  education,  41  percent  (N^l) 
said  the  superior  encouraged  them  and  59  percent  (N»60)  said  the 
superior  was  noncommittal.  No  one  said  the  superior  discouraged  him. 
Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  30 

MANAGERS'  PERCEPTION  OF  COMPANY  TOLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N»104) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

Attend  company  training 

courses 

98 

1 

0 

.1 

Attend  professional  meetings 

74 

18 

1 

7 

Hold  office  in  professional 

societies 

71 

19 

1 

9 

Enroll  for  advanced  work  . . 

61 

17 

4 

18 

Attend  workshops  or  seminars 

away  from  the  company.  . . 

58 

21 

5 

16 

Write  technical  and 

professional  papers.  ... 

37 

30 

2 

31 

Educational  leave  of  absence 

13 

26 

13 

48 

20 
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Elghty-one  percent  of  the  middle  managers  were  employed  by  companies 
which  provided  In-service  training;  18  percent  were  not,  and  two 
percent  did  not  know.  Seventy- seven  percent  said  the  training  was 
entirely  on  company  time,  15  percent  said  It  was  partly  on  company 
time,  four  percent  said  It  was  not  on  company  time,  and  four  percent 
did  not  know. 

Eighty-seven  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Eight  percent  said  It  did  not  and  five  percent  did 
not  know.  Fifty-one  percent  said  the  course  had  to  be  Job-related 
In  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  Is  shown  below. 

TABLE  31 

PROPORTION  OF  TUITION  PAID 

Number V 
Managers 

All  or  almost  all 14 

About  3/4 26 

About  2/3 0 

About  1/2 26 

About  1/3  1 

Less  than  1/3 2 

Don’t  know ^2 

Total 

The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work. 

TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Managers 

More  than  $300 13 

251-300  4 

201  - 250  17 

151-200  1 

101-150  0 

51-100  0 

50  or  less ^ 

Don't  know ^3 

Total 
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’When  asked  about  the  effect  of  available  company  educational  assis- 
tance in  motivating  them  to  undertake  further  education,  14  percent 
of  the  middle  managers  said  it  had  strongly  encouraged  them,  21  per- 
cent said  it  had  partially  influenced  them,  and  65  percent  said  it 
had  no  effect.  There  is  an  inconsistency  here:  while  35  percent 

said  the  availability  of  aid  motivated  them  to  some  extent,  only 
five  persons  were  actually  enrolled  and  nine  were  planning  to  enroll. 

FIRST-LINE  SUPERVISION 

In  the  industrial  category  of  Telephone  and  Telegraph,  147  first- line  super- 
visors from  ten  companies  completed  the  cjuestionnaire.  First-line  super- 
visors were  defined  as  "these  whose  major  activities  have  to  do  with 
supervisory  and  foreman  activities."  The  supervisors  responded  to  a 
listing  of  16  course  titles  in  the  area  of  supervisory  responsibility. 

They  provided  information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating  and  company  attitudes  toward  education. 

Educational  Needs 

The  147  first-line  supervisors  in  the  category  of  Telephone  and  Telegraph 
were  asked  to  indicate  which  of  the  16  courses  listed  in  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 


"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job 77 

Leadership gg 

The  Tools  and  Techniques  of  Effective  Supervision 67 

Evaluation  of  Employee  Performance 67 

Decision  Making 65 

Communications 65 

Safety 64 

Employee  Training  63 

Inter-Departmental  Cooperation  63 

Human  Aspect  of  Management 63 

Supervisor's  Role  in  Employee  Discipline 60 

Supervisor's  Role  in  Company  Economics - 56 


Table  33  gives  the  "Should  Have"  and  the  cond>lned  "Should  Have"  and 
"Could  Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 
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TABLE  33 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N-145) 


"Should 

Have" 

"Should 

Have" 

and  "Could  Use' 

No. 

7. 

No. 

7. 

Princioles  of  Supervision 

- 

Fundamentals  of  the  Supervisor's  Job  • • • 

. 112 

77 

134 

92 

The  Tools  and  Techniques  of  Effective 

Supervision 

67 

132 

93 

Decision  Making  

65 

133 

94 

Inter-Departmental  Cooperation  •••••• 

63 

125 

88 

Supervisor's  Role  in  Employee  Discipline  • 

• 85 

60 

130 

92 

Supervisor's  Role  in  Company  Economics  • • 

. 78 

56 

117 

84 

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  • • • • 

67 

129 

91 

Safety  

64 

125 

88 

Employee  Training 

63 

127 

89 

The  Supervisor  and  the  Union 

Grievance  Procedure  and  Arbitration.  • • • 

47 

119 

85 

Labor  Relations  

44 

116 

83 

Labor  Relations  Legislation  • 

21 

92 

65 

Developing  Those  We  Supervise 

Leadership  

68 

134 

94 

Communications  

65 

131 

92 

Human  Aspect  of  Management 

63 

134 

95 

Developing  the  Work  Team 

47 

122 

86 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

Fifty-two  percent  (N«76)  of  the  first-line  supervisors  were  40  years 
of  age  or  younger*  Ninety  percent  (N^^ISO)  were  high  school  graduates, 
12  percent  (N«18)  had  the  bachelor's  degree,  and  one  percent  (Na2) 
had  the  master's  degree;  no  one  had  the  doctorate.  Six  percent  (Ni^S) 
had  gone  to  business  school  and  13  percent  (N^IS)  to  trade  school. 

The  major  fields  of  study  are  indicated  in  ^e  following  table. 


i 

i 
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TABLE  34 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor *s  Master *s 

Business  Administration ^ ^ 

Engineering ^ ® 

Liberal  Arts ^ J- 

Other  (not  specified) 2 0 

Total ^ 

The  major  areas  of  work  for  the  first^line  supervisors  in  Telephone 
and  Telegraph  are  shown  in  the  following  table: 

TABLE  35 

I'iAJOF.  AREAS  OF  WORi; 


Number 

Supervisors 


Percent 

Supervisors 


Administration 

Engineering  



Marketing  and  Sales  

Production  Control  “ Records 

Purchasing  and  Procurement 

Service  (yard  and  labor  personnel , etc . ) * 

Traffic  and  Transportation 

Other  (not  specified) . . . 


61 

8 

29 

7 

6 

1 

13 

1 

18 


41 

6 

20 

5 

4 

1 

9 

1 

13 


Total . 


144  100 


Methods  of  Updating 

Pifty-flve  percent  (N®80)  of  the  first-^line  supervisors  would  take 
a credit  course  and  68  percent  (N“100)  would  take  a non-credit  course  « 

if  they  were  offered  locally. 

Four  of  the  supervisors  were  currently  enrolled  in  a degree  program;  | 

one  each  for  the  associate,  bachelor's,  master's,  and  doctorate.  Ten  ^ j 

planned  to  enroll,  two  for  the  associate  degree,  four  for  the  bachelor  s,  | 
anri  four  for  the  master's.  1-IaJor  fields  of  study  preferred  by  those  | 

enrolled  or  planning  to  enroll  were.  12  in  business  administration, 
one  in  engineering,  one  in  liberal  arts,  and  two  in  other  fields  which 

were  not  specified. 


For  the  118  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated:' 


3 
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TABLE  36 


REASONS  FOR  NOT  UMDERTAICING  ADDITIONAL  FORIIAL  EDUCATION 


Number  Percent 

Supervisors  Supervisors 


Don^t  have  the  time  

Cannot  afford  It 

Live  too  far  from  educational  center.  . 

Job  demands  no  more  education  

Not  Interested 

Not  a high  school  graduate 

Can  do  better  on  my  otm  

Other  (not  specified) • 

Total 


29 

25 

19 

16 

11 

9 

11 

9 

11 

9 

7 

6 

1 

1 

29 

25 

118 

100 

Flrst“llne  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 


TABLE  37 


EDUCATIONAL  UETEODS  USED  FOR  UPDATING  WITiilN  THE  PAST  FOUR  YEARS 

(N-147) 

Number  Percent 

Supervisors  Supervisors 


Managerial  development  v/lthln  company  . 
Company  In-service  training  courses  . . 
Workshops  or  seminars  on  managerial 

topics 

Correspondence  courses 

Attendance  at  regional  or  national 
meetings  of  professional  societies.  . 
Short  refresher  courses  at  colleges 

or  universities  

Workshops  or  seminars  In  liberal 

arts  or  humanities 

High  school  courses  to  Improve  job 

performance  

Television  courses 


81 

72 

58 

14 

3 

5 

6 

6 

5 


55 

49 


39 

10 

5 

5 

4 

4 

3 


1 

I 

i 

I 
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The  eoutcee  of  Information  used  by  first- line  supewleors 

up  to  date  with  new  developments  are  shown  In  the  following  table. 


TABLE  38 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-142) 


Percent 


is 

.1 

(D  |4 
9 U4 


Discussion  with  company  personnel 

(Informal  or  formal^i  • 

In-plant  reports  and  bulletins  • • • 
Subcfdlnate- super lor  discussions  or 

meetings  

Technical  books,  reports,  abstracts, 

and  Indexes 

Company  In-service  courses  

Manufacturer’ s literature 

Management  journals.  •••  

Scientific  and  technical  journals • • 
Lectures,  conferences,  workshops, 

and  seminars  •••••  

Business  reports  

Use  of  consultants  

College-university  evening  courses  . 
Professional  society  meetings  • • • • 
College-university  day  courses  . . . 


64 

56 

44 

27 

26 

24 

20 

17 

12 

8 

8 

5 

3 

0 


9 

<i>  4) 

> « 
< 9 


33 
39 

47 

39 

35 

32 

48 

34 

47 

42 

12 

8 

5 

1 


0 0 

4J 

> 

u 

s 

0 4J 

0 

fi  in 

0 

9 

S 9 

1 

1 

1 

1 

7 

1 

14 

18 

6 

10 

19 

21 

17 

11 

21 

24 

14 

9 

30 

19 

15 

58 

5 

77 

18 

67 

2 

90 

0) 

v-4 

A 

0)  0 
n 

^ 0 
•o  > 

r-*  < 
0 
O 

:s  H 


1 

3 

1 

2 

23 

4 

5 

4 

18 

1 

7 

5 
7 
7 


First- line  supervisors  checked  a listing  of  seven 

which  did  not  Include  formal  classroom  Instruction,  o s o 

preferences  for  media  of  course  presentation. 
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TABLE  39 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-147) 


Number 
Supervisors 

Programmed  Instruction 81 

Correspondence  courses  59 

Educational  television  53 

Courses  recorded  on  tapes 19 

Courses  recorded  on  records 17 

IWo-way  telephone  courses 15 

Two-way  radio  courses 11 

Other  (not  specified) 8 

Company  Attitudes  Toward  Education 

A total  of  141  first-line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their 
education.  Fifty- two  percent  (N«73)  said  the  superior  encouraged 
him;  48  percent  said  he  was  noncommittal,  and  no  one  said  he  dis- 
couraged them. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  on  educational  leave  of  absence  indicates  either  lack 
of  policy  or  lack  of  communication. 


Percent 

Supervisors 

55 

40 

36 

13 

12 

10 

7 

5 


TABLE  40 


SUPERVISORS'  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N»138) 


Fncnurap|ea  Noncommittal  Discourages  Do  Not  Know 
Percent  Percent  Percent  Percent 


Attend  company  training 

courses 52 

Hold  office  in  pro- 
fessional societies.  ...  69 
Attend  professional 

meetings 66 

Enroll  for  advanced  work  . . 60 
Attend  seminars  or  workshops 
away  from  the  company.  . .51 
Write  technical  and  profes- 
sional papers 27 

Educational  leave  of  absence  9 


2 

1 

5 

8 

1 

22 

8 

2 

24 

9 

1 

30 

13 

3 

33 

15 

0 

58 

13 

8 

70 

27 
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Seventy- seven  percent  of  the  supervisors  were  employed  by  companies 
which  provided  In-service  training;  20  percent  said  their  company  did 
not  provide  It  and  three  percent  did  not  know.  Eighty-four  percent 
said  the  training  was  completely  on  company  time,  seven  percent  said 
It  was  partly  on  company  time,  four  percent  said  It  was  entirely  on 
the  men's  own  time,  and  five  percent  did  not  know. 

Elghty<-one  percent  reported  that  their  company  had  an  educational 
assistance  plan;  12  percent  said  It  did  not,  and  seven  percent  did  not 
know.  Forty-nine  percent  said  the  course  must  be  Job-related  In 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  Is  shown  In  the  table 
below. 


TABLE  41 


PROPORTION  OF  TUITION  PAID 


All  or  almost  all 
About  3/4.  . . . 
About  2/3.  . . . 
About  1/2.  . . . 
About  1/3.  . . . 
Less  than  1/3  . 

Don't  know  . . . 


Number 

Supervisors 

11 

28 

3 

35 

4 
3 

18 


Total .a 102 

Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first- line  supervisors. 

TABLE  42 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Supervisors 


More  than  $300 
251  - 300  . . 

201  - 250  . . 

151  - 200  . . 

101  - 150  . . 

51  - 100  . . 

50  or  less  . 
Don't  know  . . 


9 

13 

18 

1 

0 

0 

0 

59 


Total 


100 
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When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  17  percent  of  the 
supervisors  said  It  strongly  encouraged  them,  34  percent  said  It 
partially  Influenced  them,  and  49  percent  said  It  had  no  effect. 

The  same  Inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  ^lle  51  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to  under- 
take additional  education,  only  four  of  the  147  respondents  were 
actually  enrolled  and  ten  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  TELEPHONE  AND  TELEGRAPH 

WITH  THOSE  OP  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 


The  educational  needs  of  managers  and  supervisors  In  the  Industrial 
of  Telephone  and  Telegraph  as  compared  with  needs  of  those  in  business  and 
iLustrJ  as  seen  In  the  total  report,  “Managerial  and  Supervisory  Educational 
Needs  of  Business  and  Industry  in  Pennsylvania,”  were  quite  similar. 


Tod  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  “Should  Have” 
needs  by  50  percent  or  more  of  the  top  managers: 

**Should  Have” 
Percent 


Communication  In  the  Organization 

Impact  of  Computer  Technology 

Performance  Appraisal  and  Counseling  Techniques. 

Overall  Strategy  and  Goals  

Management  Development  . 

Effective  Speaking  • 

Listening  Skills  . • 

Managerial  Motivation 

Working  Effectively  with  Individuals  and  Groups  < 


Managing  Major  Change  In  Organizations 

Policy  Formation  

Improving  Decision  Making  of  Managers. 
Effective  Written  Communication.  ... 


Telephone 

Total 

and  Telexraph 

Report 

N-58 

N-705 

. 67 

59 

. 65 

* 

. 61 

. 60 

50 

57 

53 

. 56 

50 

56 

* 

. 56 

. 56 

ic 

>wth  54 
. 52 

50 

it 

. 50 

* 

. 50 

* 

* 

50 

* Less  than  50  percent 


29 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 


"Subordinates* 

Needs" 

Percent 


Effective  Written  Communications  

Improving  Decision  Waking  of  Managers*  •••••• 

Working  Effectively  with  Individuals  and  Groups.  . 

Effective  Speaking • • • 

Communication  in  the  Organization 

Performance  Appraisal  and  Counseling  Technicjues.  * 

Listening  Skills  

Management  Development • • • • 

Effective  Reading  Skills 

Human  Aspect  of  Management  •••••  

Criteria  and  Selection  of  Personnel  

Managerial  Motivation 

Impact  of  Computer  Technology 

Management  Reporting  Systems  

Statistical  Decision  Theory  

Creativity  and  Innovation  


Telephone  Total 

and  Telegraph  Report 

N-58  N-705 

. 87  74 

85  54 

. 83  66 

. 80  67 

. 79  65 

76  57 

75  62 

. 74  56 

. 71  62 

. 69  54 

A7  * 


67 

59 

55 

53 

52 


* Less  than  50  percent 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Telephone  and  Telegraph  and  in  the  total  report  indicated  a "Should  Have" 
need  for  the  following: 


Effective  Communication  in  the  Organization.  • • 

Working  Efficiently  with  Individuals  

Management  Development  

Performance  Appraisal  and  Counseling  Techniques. 
Criteria  and  Selection  of  Personnel  for  Promotion 
Supervisory  Training  and  Employee  Development.  . 

Listening  Skills  

Huimm  Aspect  of  Management 

Effective  Reading  Skills  . 

Oral  Presentation  of  Reports  


"Should  Have" 


Percent 

Telephone 
and  Telesraph 

Total 

Report 

Nol08 

N«1202 

81 

64 

76 

65 

. 72 

66 

69 

* 

68 

* 

58 

53 

58 

<k 

56 

* 

54 

* 

53 

* 

* Less  than  50  percent 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  were: 


"Subordinates' 

Needs" 

Percent 

Telephone  Total 

and  Telegraph  Report 

N-108  N-1202 


Supervisory  Training  and  Employee  Development.  • • • 88  61 

Working  Efficiently  with  Individuals 81  62 

Effective  Communication  in  the  Organization 77  56 

Management  Development 73  * 

Listening  Skills 68  50 

Performance  Appraisal  and  Counseling  Techniques.  . . 66  * 

Effective  Reading  Skills  • 65  * 

Business  Letter  Writing 63  * 

Oral  Presentation  of  Reports  .....  61  * 

Criteria  and  Selection  of  Personnel  for  Promotion.  .58  * 

Effective  Report  Writing  57  * 

Human  Aspect  of  Management 56  * 


* Less  than  50  percent 
First- Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 


Fundamentals  of  the  Supervisor's  Job  

Leadership 

The  Tools  and  Techniques  of  Effective  Supervision 

Evaluation  of  Employee  Performance  

Decision  Making 

Communications  

Safety  

Human  Aspect  of  Management 

Employee  Training 

Inter-Departmental  Cooperation  

Supervisor's  Role  in  Employee  Discipline  .... 
Supervisor's  Role  in  Company  Economics 


"Should  Have" 


Percent 

Telephone 
and  Telearaoh 

Total 

Report 

N-147 

N-1713 

64 

57 

. 67 

55 

* 

54 

51 

. 64 

It 

. 63 

53 

. 63 

* 

. 63 

•k 

. 60 

* 

. 56 

•k 

* Less  than  50  percent 


rJBCOMMBNDATlONS 


For  the  total  report,  l^nagerial  and  Supervisory  Educational  Heeds  of 
Business  and  Industry  In  Pennsylvania,'  the  follor-ilng  recommendations 
were  made. 

For  the  University 

1.  The  need  for  additional  training  In  the  area  of  communications  - 
such  subjects  as  report  tTrltlng,  effective  speaUlng,  conference 
leadership  - was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  Its  programs  In  this  field  and  make  them 
available  at  locations  convenient  to  business  and  Industry. 

2.  lianagement  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  In  this  field.  Its  efforts  should 
be  Intensified. 

3.  lilddle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  In  human  relations.  The  number  of  programs 
In  this  field  should  be  Increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses 
seminars,  workshops  and  Institutes  for  all  three  levels  of  management, 
and  make  them  available  at  convenient  locations. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of  middle 
managers  and  flrst-llne  supervisors  said  they  would  take  courses  by 
programmed  Instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self**percelved  educational  needs  of 
managers  and  supervisors. 

i 

For  Business  and  Industry  I 

i 

't 

1.  Information  on  company  policies  toward  participation  In  educational 

activities  should  be  much  more  widely  disseminated  among  middle  ] 

managers  and  first-line  supervisors.  A large  percentage  do  not  know  j 

the  policy  of  their  company.  j 

i 

2.  Companies  should  encourage  their  employees  to  take  advantage  of  fin- 
ancial aid  which  Is  available  for  education. 

3.  The  fact  that  a large  number  of  manageip/mt  personnel  felt  their  super- 
iors' attitude  toward  their  further  education  was  noncommittal  makes 
It  necessary  for  the  company  to  take  steps  to  remedy  this  condition. 
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4.  Companies  should  help  their  liianagers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and  industry. 
A number  of  the  subjects  v/hich  appear  to  be  an  integral  part  of  modern 
management  were  not  perceived  as  needed  by  the  managers  and  supervisors 
who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  methods  of  ob- 
taining nev;  information  for  updating  was  through  discussion  with 
company  personnel » the  company  should  be  aware  of  the  great  potential 
of  this  means  of  dissemination  of  Information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in-service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

3.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  iianager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and  other 
educational  activities  provided  by  his  company  which  may  aid  him  in 
meeting  his  educational  objectives. 

For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  xrarkshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 


I 


PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES  | 

"Educational  Needs  o£  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Toimships  in  Pennsylvania"  1968  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.00  each): 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M*67  Electrical  Machinery 

M~68  Fabricated  Metal  Products 

M*69  Food  and  Kindred  Products 

M- 70  Insurance 

M-71  Machinery  (Except  Electrical) 

M~72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controlling  Instruments 
M-75  Railroads 

M'*76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M"81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.00) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in  | 

Pennsylvania"  1965  ($3.5C)  | 

i 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  ifi  such  categories 
as  engineering  field?.,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each):  j 

I 

Engineering  Fields: 

i 

E-1  Chemical 

E-2  Civil  I 

E-3  Electrical-Electronics 

E-4  Electrical-Power 

E-5  Engineering-General 

E*6  Industrial 

E-7  Mechanical 

E-8  Metallurgical 

E-9  Mining 
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Industrial  Groups: 


E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

B-15  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

B-18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E-24  Water  Utilities 

E-53  Construction 

£**25  State  Government  Employees 


*'The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2*25) 

Specific  Reports  by  Hospital  Departments  fr;om  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 


H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H-57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-6C  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 


Continuing  Education  Business  Office  Department  of  Planning  Studies 
J.  Orvis  Keller  Building  One  Shields  Building 

The  Pennsylvania  State  University  The  Pennsylvania  State  University 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  TRANSPORTATION  INDUSTRY  IN  PENNSYLVANIA 


) 


C) 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  vhlch  indicate  the  need  for  this  study.  Among  them  are* 

1.  There  is  a significant  increase  in  managerial  positions  and  a 

resulting  Increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and 
prevent  obsolescence,  and  must  be  a continuing  process. 


The  rapid  growth  of  managerial  knowledge  has  increased  the 
importance  of  disseminating  and  applying  such  information. 

Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 


2. 

3. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  Increasingly  complex  and  competitive  en- 
vlromnentSa  New  skille  and  abilities  are  needed  for  new  t3fpes  of 
work,  and  in  today's  hXt,.ily  competitive  market  improved  efficiency 
becomes  more  important. 

6.  Greater  emphasis  Is  being  placed  on  International  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  greater  proportions  of  sales  and 
profits  of  many  domestic  firms  come  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 

research. 

8.  Computer  opeaations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  report  la  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  94  managers  and  supervisors  from  11  companies  in  the  Tr^s- 
portation  industry  in  Pennsylvania.  The  survey  utilized  three  questionnaire 
forms,  one  for  each  level  of  management:  top  management,  middle  manage- 

ment, and  first- line  supervision.  Each  questionnaire  listed  courses  in  a 
number  of  managerial  areas  pertinent  to  managerial  personnel.  The  res- 
pondents checked  one  of  three  choices:  "Should  Have,"  "Could  Use,  and 
"Don't  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first- line  supervision. 
Middle  management  and  first- line  supervision  provided  Information  on  ™elr 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed  19  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  4) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  12  courses 
were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have  need 
for  17  courses  in  the  areas  of  general  management,  communication,  behavioral 
science  and  management,  and  quantitative  methods  applied  to  business  and 
industry,  out  of  54  courses  listed  in  six  areas.  (Page  9) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more 
of  the  managers  to  need  eight  of  the  listed  courses.  (Page  10) 

Only  12  percent  of  the  middle  managers  had  the  bachelor's  degree.  Middle 
managers  had  used  many  methods  of  instruction  and  sources  of  Inforaatlon 
for  updating,  and  reported  generally  favorable  attitudes  toward  education 
on  the  part  of  their  companies.  (Pages  16-19) 


* Dubln,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Itenagerial  and 

Educational  Needs  of  Business  and  Industry  in  Pennsylvania,  The  Pennsyl 
vanla  State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202 

middle  managers,  and  1,713  first-line  supervisors.  Twenty-two 
industrial  categories  and  eight  sizes  of  companies  were  represented  in 

the  study. 


First^Line  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should  Have" 
^ need  for  11  out  of  16  courses.  (Page  21) 

Twenty- three  percent  of  the  supervisors  had  the  bachelor's  degree.  They 
had  used  a variety  of  methods  for  updating  and  many  sources  of  information, 
and  thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  22-26) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Transportation,  14  top  managers  from  11 
companies  completed  the  questionnaire.  Top  managers  were  defined  as 
"senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the 
major  divisions*" 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

] Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 


The  courses  for  which  top  manageoent  indicated  a "Should  Have  need  of 
50  percent  or  more  wore: 


"Should  Have" 
Percent 


Long-range  Planning  and  Forecasting  for  Corporate  Growth*  • • • 

Overall  Strategy  and  Goals*  • 

Financial  Planning  and  Forecasting 

Incentives 

Management  Development 

Listening  Skills 

Personnel  Policy  Affecting  Labor-Management  Relations  

Effective  Speaking 

Managerial  Motivation  

Criteria  and  Selection  of  Personnel  •••*•*•••••••• 

Working  Effectively  with  Individuals  and  Groups  

Personnel  Policy  Affecting  Employment  Practices  ****•••• 

Communication  in  the  Organization  

Effective  Written  Communications 

Fundamentals  of  Financial  Reporting  and  Statement  Analysis*  • • 

Policy  Formation,  

Impact  of  Government  Legislation  and  Controls  on  Business  • * • 

Improving  Decision  Making  of  Managers  

Industrial  Organization  and  Administration*  •****••••• 


83 

79 

71 

71 

71 

64 

64 

62 

62 

57 

57 

55 

54 

54 

54 

54 

50 

50 

50 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  super- 
vise needed  the  following  courses: 


"Subordinates' 

Needs" 

Percent 


Effective  Written  Communications*  ••••  

Communication  in  the  Organization . . * * 

Working  Effectively  with  Individuals  and  Groups 

Effective  Speaking 

Human  Aspect  of  Management*  **••*• 

Managerial  Motivation  

Performance  Appraisal  and  Counseling  Techniques 

Listening  Skills 

Fundamentals  of  Financial  Reporting  and  Statement  Analysis.  • . 

Capital  Budgeting  

Criteria  and  Selection  of  Personnel  

Management  Development 


85 

77 

71 

69 

62 

62 

58 

57 

54 

50 

50 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers'  needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response*  Also 
included,  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise* 
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TABLE  1 


GENERAL  14ANAGEMENT 
(N^14) 


"Should  Have"  "Subordinates' 
ind  "Could  Use"  Needs" 


Long-range  Planning  and  Fore- 
casting for  Corporate 

Growth 

Overall  Strategy  and  Goals  • . 

Policy  Formation 

Improving  Decision  Making 

of  Managers 

Industrial  Organization  and 

Administration 

Impact  of  Government  Legis- 
lation and  Controls  on 

Business 

Management  Reporting  Systems  . 
Effective  Utilization  of  Man- 
power Resources  and 

Allocation  < 

Managing  Major  Change  in 

Organizations 

Ethical  Considerations  in 

Business  

Impact  of  Computer  Technology 
Impact  of  Science  and  Techno- 
logy on  Business  Management 
Management  of  Research  and 

Development.  • 

Impact  of  Multinational 
Aspects  of  Planning  and 
Control 


Managerial  Motivation.  . . • 
Working  Effectively  with 
Individuals  and  Groups  . , 
Communication  in  the 

Organization  

Human  Aspect  of  Management  < 
Creativity  and  Innovation.  , 
Political,  Social,  and 
Cultural  Trends  and  Their 
Impact  on  Business 
Management  ......•< 


Percent 

Percent 

Percent 

83 

91 

25 

79 

79 

36 

54 

85 

38 

50 

92 

42 

50 

79 

21 

50 

79 

0 

46 

84 

31 

46 

61 

31 

43 

79 

14 

38 

76 

23 

31 

54 

31 

14 

57 

7 

14 

43 

21 

14 

14 

0 

TABLE  2 

SCIENCE  AND  MANAGEMENT 

(N=14) 

"Should  Have" 

"Subordinates 

Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

62 

85 

62 

57 

86 

71 

54 

92 

77 

46 

77 

62 

36 

72 

43 

21 

64 

21 

5 


TABLE  3 


) COmiUNICATIONS  TECHNIQUES 

(N-14) 


"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

i 

3 

Percent 

Percent 

Percent 

? 

1 Listening  Skills  

93 

57 

1 Effective  Speaking  • • • • 

Effective  Written 

93 

69 

Commuhlcatlons  

77 

85 

Effective  Reading  Skills  • 

. . 46 

84 

46 

f 

TABLE  4 

ECONOMICS 

(N»14) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends • , 36  57  21 

Comparative  Economic  Systems  .14  21  14 


TABLE  5 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N-14) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


"Subordinates' 

Needs" 

Percent 


Survey  Course  on  Quantitative 

Methods 36  57 

Statistical  Decision  Theory.  • 33  58 


21 

25 


■j 

k 


6 
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TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-14) 


"Should  Have"  "Subordinates* 


"Should  Have"  and  "Could  Use" 


Needs" 


• • 


Management  Development  • 

Incentives  •••••  

Personnel  Policy  Affecting 
Labor-Management  Relations  • 
Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting 
Employment  Practices  • • • 
Personnel  Policy  Affecting 
Wage  and  Salary  Structure. 
Performance  Appraisal  and 
Counseling  Techniques. 


• • 


• • 


Percent 

Percent 

Percent 

71 

92 

50 

71 

85 

29 

64 

85 

29 

57 

86 

50 

55 

82 

36 

46 

61 

38 

42 

67 

58 

TABLE  7 

FINANCIAL  MANAGEMENT 
(N-14) 

"Should  Have" 

"Should  Have"  and  "Could  Use*! 


"Subordinates ' 
Needs" 


Financial  Planning  and 

Forecasting.  . « 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis 

Managerial  Accounting  and 

Budgeting 

Capital  Budgeting 42 


rcent 

Percent 

Percent 

71 

85 

14 

54 

85 

54 

46 

77 

38 

42 

75 

50 

TABLE  8 
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14ANUFACTURING  AND  PRODUCTION 
(N-13) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Planning  and  Utilization 

o£ 

23 

Physical  Facilities.  • 
Operations  Planning  and 

...  38 

84 

33 

Control 

33 

Operations  Research  Applied  to 

25 

17 

Production  

TABLE  9 

MARKETING 

(N«13) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Logistics  Planning  • • • 

...  23 

46 

8 

liarketing  Research  • • • 

...  15 

38 

15 

Product  Planning  • • • • 

23 

15 

Pricing 

25 

25 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

(N=13) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

International  Understanding.  . 23 

31 

8 

International  Economic 

Analysis  

23 

8 

8 
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MIDDLE  MANAGEMENT 


I 


In  the  industrial  category  of  Transportation,  26  middle  managers  from  11 
companies  completed  the  questionnaire.  Middle  managpers  were  defined  as 
"personnel  assigned  to  executive  duties  In  the  area  between  senior 
executives  and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Itenagers  were  asked  to  Indicate  which  of  the  54  courses  listed  In  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need." 

They  were  also  asked  to  Indicate  the  courses  needed  by  those  they  super- 
vise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


Management  Development 

Effective  Communication  in  the  Organization  . . . 

Effective  Reading  Skills 

Working  Efficiently  with  Individuals 

Supervisory  Training  and  Employee  Development  . . 

Business  Letter  Writing  

Criteria  and  Selection  of  Personnel  for  Promotion 

Effective  Report  Writing 

Listening  Skills 

Performance  Appraisal  and  Counseling  Techniques  . 

Creativity  and  Innovation  

Human  Aspect  of  Management 

Replacement  Management 

Conference  Leadership  

Oral  Presentation  of  Reports 

Improving  Decision  Making  of  Managers  

Management  Psychology  


"Should  Have" 
Percent 


84 

77 

77 

77 

72 

68 

65 

64 

64 

61 

58 

58 

57 

56 

56 

52 

52 


i 


1 


i 

1 
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Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 


"Subordinates' 

Needs" 

Percent 


Working  Efficiently  with  Individuals 65 

Listening  Skills  60 

Effective  Communication  in  the  Organization 58 

Performance  Appraisal  and  Counseling  Techniques*  57 

Business  Letter  Writing 32 

Hanagement  Development 32 

Supervisory  Training  and  Employee  Development 32 

Effective  Reading  Skills  30 


The  following  tables ^ 11  through  16,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Transportation  category. 

TABLE  11 


GENERAL  HANAGEMENT 
(N=26) 


"Should  Have"  "Subordinates* 


X 

) 


o 

ERIC 


10 


"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • • 

84 

100 

52 

Working  Efficiently  with 

Individuals 

77 

96 

65 

Supervisory  Training  and 

Employee  Development  • • • • 

72 

92 

52 

Criteria  and  Selection  of 
Personnel  for  Promotion.  • . 

65 

88 

35 

Performance  Appraisal  and 
Counseling  Techniques.  ... 

61 

87 

57 

Principles  and  Analysis  of 
Office  Systems  

48 

76 

20 

Effective  Utilization  of 
I^anpower  Resources  and 
Allocation  

44 

76 

44 

Analyzing  Organizational 

42 

84 

46 

Long-range  Planning  and  Fore- 
casting for  Corporate 
Growth 

42 

59 

33 

Impact  of  Government  Legis- 
lation and  Controls  on 
Business  

25 

58 

17 

Impact  of  Computer  Technology. 

17 

39 

22 

Impact  of  Science  and  Techno- 
logy on  Business  Management. 

13 

61 

13 

The  Application  of  Information 
Technology  on  Decision 

9 

35 

17 

t 


TABLE  12 

BEHAVIORAL  SCIENCE  AND  HANAGENENT 
(N»26) 


“Should  Have" 
Percent 


Human  Aspect  of  Management  • • 58 

Creativity  and  Innovation.  • • 58 

Management  Psychology 52 

Understanding  Group  Inter* 

action  and  Behavior 48 

Social  and  Cultural  Trends 
and  Their  Impact  on 

Business  Management 36 

Industrial  Sociology  32 

Impact  of  Consumer  Behavior  on 
Management 25 


TABLE  13 

COMMUNICATION 

(N»26) 


"Should  Have" 
Percent 


Effective  Communication  in 

the  Organization 77 

Effective  Reading  Skills  • • • 77 

Business  Letter  Writing.  ...  68 

Listening  Skills  64 

Effective  Report  Writing  ...  64 

Oral  Presentation  of  Reports  . 56 

Conference  Leadership 56 


TABLE  14 

ECONOMICS 

(N=23) 


"Should  Have" 
Percent 


Economic  Trends 26 

Economics  of  Production  and 

Cost 26 

The  Economic  Systems  of  the 

United  States 22 

Fundamentals  of  Economics.  . . 19 

The  Price  Mechanism 18 

International  Economics.  ...  10 

Comparative  Economic  Systems  . 9 

Economics  of  Technology  and 

Innovation  5 

11 


"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

77 

42 

71 

42 

72 

20 

83 

43 

56 

12 

56 

24 

42 

8 

"Should  Have" 
and  "Could  Use" 

"Subordinates' 

Needs" 

Percent 

Percent 

92 

58 

89 

50 

96 

52 

96 

60 

88 

48 

88 

32 

80 

40 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

65 

13 

43 

13 

61 

9 

52 

19 

36 

9 

24 

5 

36 

5 

29 

5 

TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N«=23) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Replacement  Management  • • • • 
Improving  Decision  Making  of 

Managers  

Statistical  Decision  Theory.  • 

Linear  Programming  

Review  of  Basic  Mathematics.  • 

Dynamic  Programming 

Applying  Program  Evaluation 
and  Review  Techniques  (PERT) 
Inventory  Management  • • • • • 
Statistical  Procedures  and 

Methods 

Probability  Theory  • 

Waiting  Lines.  ••  

Analytic  Geometry.  •••••• 

Calculus  of  Finite  Differences 

Matrix  Algebra  

Calculus  of  Infinite  Series.  • 


57 

70 

26 

52 

87 

35 

32 

64 

18 

27 

54 

23 

27 

45 

23 

26 

35 

13 

24 

53 

10 

22 

44 

9 

14 

41 

5 

9 

23 

5 

5 

23 

0 

0 

10 

5 

0 

5 

0 

0 

0 

0 

0 

0 

0 

TABLE  16 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N=22) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Data  Systems  and  Processing. 

. 27 

59 

23 

Fundamentals  of  Programming 
for  Computer  Operations.  • 

. 27 

54 

18 

Applying  the  Computer  to 
Problems  of  Business  and 
Management  

. 23 

50 

14 

Mathematics  for  Digital 

Computers 

. 14 

23 

9 

12 


If  the  manager's  area  of  major  responsibility  was  not  included  in  the 
preceding  six,  he  was  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  <8  subjects) 

Financial  Management  <6  subjects) 

Manufacturing  and  Production  (10  subjecV.s) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses  for  these  special 
fields  of  work: 


TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-18) 


"Should  Have"  "Subordinates' 


"Should  Have"  and  "Could  Use" 


Maintaining  Efficient  and  Up- 
To-Date  Personnel  Records.  . 
Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  and  Promotion.  . . 
Management  and  Labor  Relations 
Job  Analysis  and  Job 

Evaluation  Methods 

In-plant  Training.  ...... 

Employee  Benefit  Plans  .... 

Industrial  Safety  and  Medical 

Services 

Salary  and  Wage  Administration 


Needs" 


Percent 

Percent 

Percent 

73 

93 

27 

72 

100 

44 

65 

83 

35 

59 

88 

24 

56 

87 

38 

50 

63 

13 

44 

69 

13 

35 

64 

18 

TABLE  18 


FINANCIAL  MANAGEMENT 
(N«9) 


11 


Budgets 

New  Developments  in  Equipment 
Replacement  Policy  . . . . . 
Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Managerial  Accounting.  . . . . 

Taxes 

Financial  Planning  and 

Forecasting 


"Should  Have"  "Subordinates' 
Should  Have"  and  "Could  Use"  Needs"  _ __ 


Percent 

Percent 

Percent 

67 

78 

33 

63 

88 

25 

50 

50 

13 

44 

66 

11 

33 

66 

0 

25 

75 

0 

13 

i 


TABLE  19 


) 


MANUFACTURING  AND  PRODUCTION 
(N-6) 


"Should  Hav«i"  "Subordlnatos* 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Maintenance  Planning  and 

Control.  ...:  

67 

67 

17 

Value  Analysis  ^ . 

• 

50 

67 

0 

Methods  Analysis  and  Work 

Simplification  

40 

60 

zu 

A 

Automation • 

• 

40 

60 

Q 

A 

Materials  'handling  . . . . • 

• 

40 

40 

0 

Inventory  Management  . . . . 

• 

25 

50 

A 

0 

A 

Quality  Control  

25 

2^ 

U 

Production  Planning  and 

Control  Managsment  . . . . 

of 

• 

20 

40 

u 

Organization  ano  Management 
Purchasing  Operations.  . . 

20 

40 

0 

A 

Engineering  Economy 

0 

25 

0 

TABLE  20 


MARKETING 

(N»6) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 


Marketing  Management  

Fundamentals  of  Marketing 

Packaging  Design  and  Development  • • . 

Brand  Marketing 

Marketing  Research  

Physical  Distribution  Methods 

Product  Planning  

Fundamentals  of  Pricing.  ••••••< 

Application  of  Management  Science  and 
Computers  to  Marketing  Problems.  . ( 


Percent 

Percent 

50 

67 

40 

65 

40 

40 

40 

40 

33 

83 

20 

60 

20 

40 

20 

20 

20 

20 

>ordlnates 

for  any  of  the 

courses . 


14 


o 

ERIC 


J 


TABLE  21 


SALES  MANAGEMENT 
(N-8) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Motivating  Salesmen 

63 

88 

13 

Training  of  Field  Salesmen  • • 

50 

88 

13 

Selection  and  Evaluation  of 
Field  Salesmen  

38 

88 

13 

Supervision  of  Field  Salesmen* 

38 

76 

13 

Compensation  of  Field  Salesmen 

38 

76 

13 

TABLE  22 

INTERNATIONAL  MANAGEMENT 
(N«3) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 
Percent  Percent  Percent 


Commercial  Policy  and  Trade 

Control 33 

United  States  Foreign 

Economic  Policy 33 

Monetary  Exchange  Problems  • • 33 

International  Understanding*  • 33 

International  Law 33 

International  Economic 

Organizations* 33 

British  Commomiealth,  United 
Nations,  Including  Inter- 
national Monetary  Fund  and 
World  Bank  and  Their  Role  In 

World  Trade 33 

International  Economic 

Analysis  33 

Sources  of  Funds:  Financing  of 

Day-To-Day  Transactions.  • • 33 

Appraising  and  Developing 

Foreign  Markets 33 


66 

33 

33 

33 

33 

33 


33 

33 

33 

33 


0 

33 

0 

0 

0 

0 


0 

0 

0 

0 


15 


TABLE  23 


RESEARCH  AMD  DEVELOPMENT 
(N-3) 


"Should  Have" 

”Should_^ave^  and__[^Could_JJse^ 
Percent  Percent 


Evaluation  of  the  Research  and  Development 

Programs  

Planning  Budgeting  and  Control  of  Projects  • • 
Guidelines  for  Selecting  and  Appraising 

New  Projects 

Supervision  and  Management  of 

Research  Services 

Building  Research  and  Development  Teams.  • • • 


33 

33 

33 

33 

33 


33 

33 

33 

33 

33 


No  need  for  any  of  the  courses  was  indicated  for  the  subordinates. 


Background  Information  of  Middle  Managers 

Personal 9 Educational*  and  Professional  Background 

Fifty- four  percent  (N»14)  of  the  26  middle  managers  were  40  years 
of  age  or  younger.  This  means  that  they  have  at  least  25  more  years 
of  productive  Lployment.  Eighty-eight  percent  (N»23)  had  collated 
high  school*  12  percent  (N«3)  had  the  bachelor  s degree*  and  four 
percent  (N*l)  had  the  master's  degree.  No  one  had  the  doctorate. 
Twenty-seven  percent  (N»7)  went  to  business  school  and  23  percent 
(N“6)  went  to  trade  school.  The  major  fields  of  study  for  the  under- 
graduate and  graduate  degrees  are  given  below. 


TABLE  24 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 

Number  Number 

Bachelor's  Master's 


Agriculture  

Business  Administration 

Education  

Liberal  Arts 


0 

1 

1 

1 


1 

0 

0 

0 


3 1 


Total 


The  major  areas  of  x^ork  for  the  middle  managers  in  Transportation 
are  shown  below: 

TABLE  25 

HAJOR  AREAS  OF  WORIC 


Number  Percent 
Managers  Managers 


Administration 9 35 

Maintenance.  1 ^ 

Marketing  and  Sales 2 8 

Traffic  and  Transportation • • • 1^  53 

Total 


Methods  of  Updating 

Sixty-eight  percent  (N“17)  of  the  middle  managers  would  take  a 
credit  course  and  81  percent  (N**21)  V70uld  take  a non-credit  course 
if  they  were  offered  locally. 

No  managers  were  currently  enrolled  fior  a degree.  One  manager 
planned  to  enroll  for  the  bachelor's  degree  in  business  administration. 

Eighty-eight  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  26 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 
Managers  Managers 


Cannot  afford  it 7 30 

Don't  have  the  time 6 

Not  interested 3 13 

Live  too  far  from  educational  center  ....  2 8 

Not  a high  school  graduate 1 ^ 

Other  (not  specified) ^ 17 

Total 23  100 
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The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  follows: 

TABLE  27 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N»26) 


Number  Percent 
Managers  Managers 


Company  in-service  training  courses 

Managerial  development  within  company*  ••••••••• 

Workshops  or  seminars  on  managerial  topics  ••••••• 

Correspondence  courses  • 

Attendance  at  regional  or  national  meetings  of 

professional  societies  j*4**** 

Short  refresher  courses  at  colleges  or  universities.  • • 

High  school  courses 


Many  sources  of  information  were  used  by  the  middle  managers 
up  with  new  developments.  Table  28  lists  these  sources. 


58 

46 

35 

15 

12 

4 

4 

to  keep 


TABLE  28 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N®23) 


Discussion  with  company  personnel 
(informal  or  formal)  ...... 

In-plant  reports  and  bulletins  . . 
Subordinate- superior  discussions 

or  meetings  

Company  in-service  courses  .... 
Business  reports 

Management  journals  

Lectures,  conferences,  workshops, 

and  seminars  

Technical  books,  reports, 

abstracts,  and  indexes  

Manuf acturer * s literature  • . • • 
Scientific  and  technical  journals 
Professional  society  meetings  , . 

Use  of  consultants 

College  and  university  evening 

courses  

College  and  university  day 

courses  


Percent 


>% 
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83 

17 

0 

0 

0 

70 

17 

4 

9 

0 

68 

18 

14 

0 

0 

36 

27 

5 

9 

23 

35 

39 

17 

9 

0 

29 

37 

19 

10 

5 

14 

36 

18 

14 

18 

14 

19 

33 

24 

10 

10 

45 

20 

25 

0 

10 

19 

19 

42 

10 

5 

14 

19 

48 

14 

5 

5 

15 

55 

20 

5 

5 

14 

53 

23 

5 

0 

5 

76 

14 

18 


Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  Instruction,  through  vhlch  they  would  take 
courses.  Their  replies  follow: 

TABLE  29 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N»26) 

Number  Percent 
Managers  Managers 


Correspondence  courses  16  62 

Programmed  Instruction 12  46 

Courses  recorded  on  tapes 10  38 

Courses  recorded  on  records 6 23 

Educational  television  5 19 

Two-way  telephone  courses 3 12 

Other  (not  specified) 2 8 


Company  Attitudes  Toward  Education 

Of  the  23  managers  responding  to  a question  on  the  attitude  of  their 
Immediate  superior  toward  continuing  their  education,  70  percent 
(Nal6)  said  the  superior  encouraged  them  and  30  percent  (N°7)  said 
the  superior  was  noncommittal.  No  one  sHld  the  superior  discouraged 
him. 

Middle  managers  reported  their  perception  of  compaxur  attitudes  toward 
participation  in  professional  and  educational  activities. 

TABLE  30 

MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TONARD  PROFESSIONAL  DEVELOPMENT 
(N=24) 


Attend  company  training 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

Percent 

Do  Not  Know 
Percent 

courses 

Attend  professional 

90 

5 

0 

5 

meetings  

61 

24 

5 

10 

Enroll  for  advanced  work 
Hold  office  In  pro- 

59 

27 

0 

14 

fessional  societies.  . 
Attend  seminars  or  work- 
shops away  from  the 

54 

18 

5 

23 

company 

Educational  leave  of 

52 

24 

5 

19 

absence 

Write  technical  and 

25 

17 

8 

50 

professional  papers.  . 

15 

30 

5 

50 

19 


Fifty- four  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  42  percent 
were  not,  and  four  percent  did  not  know.  Sixty-six  percent  said 
the  training  was  entirely  on  company  time,  13  percent  said  it  was 
partly  on  company  time,  no  one  said  it  was  not  on  company  time,  and 
21  percent  did  not  know. 

Thirty-eight  percent  reported  that  their  company  had  an  educational 
assistance  plan.  Forty- six  percent  said  it  did  not  and  15  percent 
did  not  know.  Forty-two  percent  said  the  course  had  to  be  Job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
13  managers  ^o  responded  to  this  question,  follows: 

TABLE  31 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 2 

About  3/4 0 

About  2/3 0 

About  1/2 5 

About  1/3 1 

Less  than  1/3 2 

Don't  know 3 

Total 13 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per 
year  by  the  companies  for  which  the  middle  managers  work. 

TABLE  32 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300.  . . 
201  - 250.  . . 
151  - 200.  . . 
101  - 150.  . . 
51  - 100.  . . 
50  or  less.  . 
Don't  know  . . 


Number 

Managers 


I 


1 

0 

2 

7 

0 

0 

0 

3 


I 


Total 1>3 
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Mien  asked  about  the  effect  of  available  company  educational  assis- 
tance In  motivating  them  to  undertake  further  education,  23  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  54 
percent  said  It  had  partially  Influenced  them,  and  23  percent  said 
It  had  no  effect.  There  Is  an  Inconsistency  here:  while  77  percent 

said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
no  one  was  actually  enrolled  and  only  one  was  planning  to  enroll. 
However,  some  who  had  completed  their  educational  objective  may  have 
been  so  motivated  at  the  time  they  were  enrolled. 

FIRST- LINE  SUPERVISION 

In  the  Industrial  category  of  Transportation,  56  first- line  supervisors  from 
11  companies  completed  the  questionnaire.  First- line  supervisors  were 
defined  as  "those  whose  major  activities  have  to  do  With  supervisory  and 
foreman  activities."  The  supervisors  responded  to  a listing  of  16  course 
titles  In  the  area  of  supervisory  responsibility.  They  provided  Information 
on  their  personal,  educational,  and  professional  background,  methods  of 
updating,  and  company  attitudes  toward  education. 

Educational  Needs 


The  56  first- line  supervisors  In  the  category  of  Transportation  were  asked 
to  Indicate  whlc&  of  the  16  courses  listed  In  the  questionnaire  they 
"Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  The  following  courses 
were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors: 

"Should  Have" 
Percent 

75 
75 
66 
66 
64 


58 
58 
55 
55 
50 

Table  33  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and 
"Could  Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four 
groupings. 


Fundamentals  of  the  Supervisor's  Job 

Leadership 

Human  Aspect  of  Management 

Supervisor's  Role  In  Employee  Discipline 

Evaluation  of  Employee  Performance.  ........ 

The  Tools  and  Techniques  of  Effective  Supervision  . 

Communications 

Decision  Making  

Employee  Training  

Safety 

Labor  Relations 
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TAPLE  33 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(N=56) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


No. 

% 

No. 

7. 

Principles  of  Supervision 

Fundamentals  of  the  Supervisor's  Job  . . 

• 

42 

75 

52 

93 

Supervisor's  Role  in  Employee  Discipline 

• 

37 

66 

48 

86 

The  Tools  and  Techniques  of  Effective 

35 

63 

50 

90 

Decision  Haking 

32 

58 

45 

82 

Supervisor's  Role  in  Company  Economics  . 

• 

27 

48 

50 

89 

Inter-Departmental  Cooperation  

23 

41 

46 

82 

Employee  Training  and  Evaluation 

Evaluation  of  Employee  Performance  . . . 

• 

36 

64 

49 

87 

Employee  Training 

31 

55 

48 

85 

• 

30 

55 

48 

88 

The  Supervisor  and  the  Union 

Labor  Relations 

28 

50 

49 

88 

Grievance  Procedure  and  Arbitration.  • • 

• 

24 

44 

43 

79 

Labor  Relations  Legislation 

20 

36 

38 

68 

Developing  Those  We  Supervise 

Leadership  

• 

41 

75 

53 

97 

Human  Aspect  of  Management  

37 

66 

53 

95 

Communications  

32 

58 

46 

83 

Developing  the  Work  Team 

• 

26 

47 

47 

85 

Background  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


Forty-one  percent  (N=23)  of  the  first- line  supervisors  were  40  years 
of  age  or  younger*  Eighty- two  percent  (N=46)  were  high  school 
graduates,  four  percent  (N®2)  had  the  bachelor *s  degree,  and  no  one 
had  the  master's  degree  or  the  doctorate.  Nine  percent  (N®5)  had 
gone  to  business  school  and  27  percent  (N®15)  to  trade  school. 

The  two  supervisors  who  had  the  bachelor's  degree  had  majored  in 
business  administration. 
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Below  is  a listing  of  the  major  areas  of  work  for  the  first- line 
supervisors  in  Transportation: 

TABLE  34 

MJOR  AREAS  OF  WORIC 


Humber 

Supervisors 


Percent 

Supervisors 


Administration 

Engineering  

Finance  

Industrial  Relations.  . . 

Maintenance  

Marketing  and  Sales  

Service  (yard  and  labor  personnel, etc.) 

Traffic  and  Transportation 

Other  (not  specified)  


7 

1 

1 

3 
6 
2 

4 
27 

3 


13 

2 

2 

6 

11 

4 

7 

49 

6 


Total 


54  100 


Methods  of  Updating 

Sixty-five  percent  (N=36)  of  the  first-line  supervisors  would  take 
a credit  course  and  75  percent  (N®41)  would  take  a non-credit  course 
if  they  were  offered  locally. 

One  supervisor  was  currently  enroJ.led  for  the  associate  degree.  Six 
supervisors  planned  to  enroll:  three  for  the  associate  degree,  one 
for  the  bachelor's,  and  two  for  the  master's.  The  major  fields  of 
study  were:  six  in  business  administration  and  one  in  education. 

For  the  46  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  indicated: 

TABLE  35 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 

Supervisors  Supervisors 


Don't  have  the  time  ...  

Cannot  afford  it . . . 

Not  a high  school  graduate 

Not  interested 

Job  demands  no  more  education  

Live  too  far  from  educational  center,  , 
Other  (not  specified)  


16 

16 

4 

4 

3 

1 

2 


35 

34 

9 

9 

7 

2 

4 


I 


I 


Total. 


A6  100 
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First- line  supervisors  had  Used  a variety  of  educational  methods 
for  updating  within  the  past  four  years. 


TABLE  36 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N«56) 


Number  Percent 

Supervisors  Supervisors 


Company  in-service  training  courses • • 

Managerial  development  within  company 

Workshops  or  seminars  on  managerial  topics  . . . • 

Correspondence  courses  

Attendance  at  regional  or  national  meetings 

of  professional  societies 

Short  refresher  courses  at  colleges  or 

universities  

High  school  courses  to  improve  job  performance  • . 
Workshops  or  seminars  in  liberal  arts  or 

humanities ' • • • 


32 

24 

17 

7 

4 

4 

2 

1 


57 

43 

30 

12 

7 

7 

4 

2 
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The  sources  of  inforinstlon  used  by  first* line  supervisors  In  keeping 
up  to  date  with  nev;  developments  are  shown  In  the  following  table: 


TABLE  37 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-52) 


In-plant  reports  and  bulletins  . . 
Discussion  with  company  personnel 

(Informal  or  formal)  

Subordinate- super lor  discussions 

or  meetings 

Management  Journals 

Company  In-service  courses  . • • 
Manufacturer’s  literature.  • • • 
Technical  books,  reports, 

abstracts,  and  Indexes  . • • • 

Business  reports  

Lectures,  conferences, 

workshops , and  seminars  . . • • 
Scientific  and  technical  Journals 

Use  of  consultants  

Professional  society  meetings,  . 
College  and  university  evening 

courses 

College  and  university  day 

courses 
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27 

12 
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2 

31 

35 

18 

10 

6 

25 

31 

16 

12 

16 

24 

IG 

25 

29 

4 

22 

20 

20 

36 

2 

14 

50 

12 

24 

0 

12 

34 

26 

26 

2 

12 

25 

14 

47 

2 

4 

6 

18 

66 

6 

4 

4 

26 

66 

0 

2 

4 

4 

82 

8 

0 

4 

2 

90 

4 

jp^i,g|..^lne  supervisors  shecked  a listing  of  seven  educational  media, 
which  did  not  Include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  38) 
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TABLE  38 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N-56) 


Number  Percent 

Supervisors  Supervisors 


Correspondence  courses  33  59 

Programmed  instruction 23  4R 

Educational  television  13  23 

Courses  recorded  on  tapes 8 1^ 

Courses  recorded  on  records*  • • • • • 6 11 

Two-way  radio  courses 3 5 

Two-way  telephone  courses 1 ^ 

Other  (not  specified) 2 4 


Company  Attitudes  Toward  Education 

A total  of  51  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their 
education.  Sixty- five  percent  (N«*33)  said  the  superior  encouraged 
them;  35  percent  (N“18)  said  he  was  noncommittal.  No  one  said  he 
discouraged  him* 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table: 

TABLE  39 


SUPERVISORS'  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N-52) 


Attend  company  training 

courses 

Enroll  for  advanced  work 
Attend  professional 

meetings  

Hold  office  in 

professional  societies 
Attend  seminars  or  work- 
shops away  from  the 

company 

Write  technical  and 
professional  papers.  . 
Educational  leave  of 
absence 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

88 

2 

2 

8 

68 

18 

0 

14 

68 

15 

2 

15 

64 

12 

5 

19 

43 

20 

2 

35 

40 

9 

5 

46 

15 

17 

17 

51 

26 


Seventyeeven  percent  of  the  supervisors  were  employed  by  companies 
which  provided  in-service  training;  21  percent  said  their  company 
did  not  provide  it  and  two  percent  did  not  know.  Slsity-four  percent 
said  the  training  was  completely  on  company  time,  18  percent  a aid  it 
was  partly  on  company  time,  no  one  said  it  was  entirely  on  the  men  s 
own  time*  and  18  percent  did  not  know. 

Forty- three  percent  reported  that  their  company  had  an  educational 
assistance  plan;  48  percent  said  it  did  not,  and  nine  percent  did  not 
know.  Thirty-three  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  as  indicated  by  the  24 
supervisors  who  answered  this  question,  is  shown  in  the  table  below: 

TABLE  40 

PROPORTION  OF  TUITION  PAID 


All  or  almost  all 
About  3/4  . . . . 
About  2/3  . . . . 
About  1/2  . . . . 
About  1/3  . . . • 
Less  than  1/3  . . 
Don't  know.  . . . 

Total.  . • • 


Number 

Supervisors 

. 1 

. 0 

. 0 

8 

. 1 

. 2 

. 12 

. 24 


Table  41  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first- line  supervisors. 

TABLE  41 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More 

than  $300 

251  - 

201  - 

151  - 

101  - 

51  - 

50  or  less 
Don't  know. 


Total 


Number 

Supervisors 

. 0 

. 1 

. 0 

. 13 

. 0 

. 0 

. 0 

. 11 

. 25 
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When  asked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  19  percent  of  the 
supervisors  said  It  strongly  encouraged  them,  31  percent  said  It 
partially  Influenced  them,  and  50  percent  said  It  had  no  effect. 

The  seeming  Inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  50  percent  said  that  the  avail- 

ability of  financial  aid  had  motivated  them  to  some  extent  to 
undertake  additional  education,  only  one  of  the  56  respondents  was 
actually  enrolled  and  six  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  TRANSPORTATION 
INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  In  the  Industrial  category 
of  Transportation  as  compared  with  needs  of  those  In  business  and  Industry 
as  seen  In  the  total  report,  "Managerial  and  Supervisory  Educational  Needs 
of  Business  and  Industry  In  Pennsylvania,"  were  considerably  higher  and 
more  numerous. 

Top  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


Long-range  Planning  and  Forecasting  for 

Corporate  Growth 

Overall  Strategy  and  Goals 

Management  Development 

Financial  Planning  and  Forecasting.  

Incentives.  

Listening  Skills 

Personnel  Policy  Affecting  Labor-Management 

Relations  

Effective  Speaking 

Managerial  Motivation  • 

Criteria  and  Selection  of  Personnel  

Working  Effectively  with  Individuals  and  Groups  . 
Personnel  Policy  Affecting  Employment  Practices  . 

Communication  In  the  Organization  

Effective  Written  Communications 

Fundamentals  of  Financial  Reporting  and 

Statement  Analysis 

Policy  Formation.  ...•••  

Impact  of  Government  Legislation  and  Controls  on 

Business 

Improving  Decision  Making  of  Managers  ...... 

Industrial  Organization  and  Administration.  . . . 


"Should  Have" 
Percent 

Total 

Tr anspor  tat ion  Report 


N«14  N«705 

. . 83  50 

. . 79  50 

. . 71  53 

. . 71  * 

. . 71  * 

. . 64  * 

. . 64  * 

. . 62  50 

. . 62  * 

. . 57  * 

. . 57  * 

. . 55  * 

. . 54  59 

. . 54  50 

. . 54  * 

. . 54  * 

. . 50  * 

. . 50  * 

. . 50  * 


* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  super- 
vise needed  the  following  subjects: 


"Subordinates' 

Needs" 

Percent 

Total 

Transportation  Report 
N«14  N«705 


Effective  Written  Communications 85  74 

Communication  In  the  Organization 77  65 

Working  Effectively  with  Individuals  and  Groups  , • , • 71  66 

Effective  Speaking 69  67 

Human  Aspect  of  Management 62  54 

Managerial  Motivation 62  * 

Performance  Appraisal  and  Counseling  Techniques  • • , , 58  57 

Listening  Skills 57  62 

Fundamentals  of  Financial  Pveportlng  and 

Statement  Analysis 54  * 

Management  Development 50  56 

Capital  Budgeting  50  * 

Criteria  and  Selection  of  Personnel  50  * 


* Less  than  50  percent 
Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  In 
Transportation  and  In  the  total  report  Indicated  a "Should  Have"  need  for 
the  following: 


"Should  Have" 
Percent 


Management  Development •••••» 

Working  Efficiently  with  Individuals 

Effective  Communication  In  the  Organization  , , , 

Effective  Reading  Skills,  , 

Supervisory  Training  and  Employee  Development  , , 

Business  Letter  Writing  

Criteria  and  Selection  of  Personnel  for  Promotion 

Effective  Report  Writing 

Listening  Skills.  

Performance  Appraisal  and  Counseling  Techniques  . 

Creativity  and  Innovation  

Human  Aspect  of  Management 

Replacement  Management 

Conference  Leadership  , 

Oral  Presentation  of  Reports 

Improving  Decision  Making  of  Managers  

Management  Psychology  


Transportation 

Total 

Report 

N»26 

N=l,202 

84 

66 

77 

65 

77 

64 

77 

* 

72 

53 

68 

* 

65 

* 

64 

* 

64 

* 

61 

ic 

58 

* 

58 

* 

57 

ic 

56 

* 

56 

* 

52 

* 

52 

* 

* Less  than  50  percent 
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Subjects  which  50  percent  or  more  o£  the  middle  managers  thou^t  repre- 
sented educational  needs  of  those  they  supervise  were: 


"Subordinates' 

Needs" 

Percent 


Total 

Transportation  Report 
N»26  N=l,202 

Working  Efficiently  with  Individuals 

Listening  Skills 

Effective  Communication  In  the  Organization  

Performance  Appraisal  and  Counseling  Techniques  • • • 

Supervisory  Training  and  Employee  Development  • • • • 

Business  Letter  Writing • 

Hanagement  Development 

Effective  Reading  Skills 

* Less  than  50  percent 

First-Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  o£  16  subjects: 


65 

62 

60 

50 

58 

56 

57 

ie 

52 

61 

52 

* 

52 

it 

50 

it 

"Should  Have" 
Percent 


Total 

Transportation  Report 
N=56  N“l,713 


Fundamentals  of  the  Supervisor's  Job 75  64 

Leadership 75  57 

Human  Aspect  of  Management 66  53 

Supervisor's  Role  In  Employee  Discipline*  ••••••  66  * 

Evaluation  of  Employee  Performance 64  * 

The  Tools  and  Techniques  of  Effective  Supervision  * * 63  55 

Communications 38  51 

Decision  Making 38  54 

Employee  Training 35  * 

Safety 55  * 

Labor  Relations 30  * 


^ Less  than  50  percent 
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RECOMMENDATIONS 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications  ^ 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  VJhile  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should  be 
intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  in  human  relations.  The  number  of  programs  in  this 
field  should  be  increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  locations. 

5.  Nhen  classroom  instruction  was  excluded,  the  largest  Bomber  of 
middle  managers  and  first- line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 


For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first- line  supervisors.  A large  percentage  do  not 
know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superiors*  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 


4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  Increasing  complexity  of  modern  business  and 
Industry.  A number  of  the  subjects  which  appear  to  be  an  Integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  In  this  study. 

5,  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  Information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  Information. 

6 Since  about  four  out  of  ten  managers  are  employed  In  companies 
which  do  not  have  In-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  In-service 
programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  In  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 


For  the  Individual  Manager  and  Supervisor 

1.  The  Individual  should  take  the  Initiative  In  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2,  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  In  meeting  his  educational  objectives. 


For  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  In 

encouraging  more  educational  activities  by  sponsoring  workshops 
and  meetings,  subsidizing  training  activities,  and  aid  In  the 
dissemination  of  lAformatlon  to  prevent  technological  and 
managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS 
IN  THE  TRANSPORTATION  EQUIPMENT  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
industry  today.  There  are  a number  of  conditions  facing  business  and 
industry  which  indicate  the  need  for  this  study.  Among  them  are: 

1.  There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 
Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  prevent 
obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today ^s  highly  competitive  market  improved  efficiency 
becomes  more  important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managerss. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 


SURVEY  PROCEDURES 


This  report  is  a specific  segment  of  a larger  study,*  and  is  based  on  re- 
sponses from  94  managers  and  supervisors  from  six  companies  in  the  Trans- 
portation Equipment  industry  in  Pennsylvania.  The  survey  utilized  three 
questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel. 
The  respondents  checked  one  of  three  choices:  "Should  Have,"  "Could  Use," 

and  "Don't  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs;  this  was  not  asked  of  first-line  supervision. 
Middle  management  and  first- line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  tov/ard 
education;  this  was  not  asked  of  top  management. 

SUMMARY 

Top  Management 

Of  48  courses  listed,  19  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  4) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  nine 
courses  were  needed.  (Page  4) 


Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  six  courses  in  areas  of  general  management,  behavioral  science  and 
management,  and  communication,  out  of  54  courses  listed  in  six  areas. 

(Page  9) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  two  of  the  listed  courses.  (Page  9) 

Only  13  percent  had  the  bachelor's  degree.  Middle  managers  had  used  many 
methods  of  instruction  and  sources  of  information  for  updating,  and  reported 
generally  favorable  attitudes  toward  education  on  the  part  of  their 
companies.  (Pages  16-20) 


* Dubln,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,202  middle 

managers,  and  1,713  first- line  supervisors.  Twenty- two  industrial  cate- 
gories and  eight  sizes  of  companies  were  respresented  in  the  study. 


2 


First- Line  Supervision 


Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  11  out  of  16  courses.  (Page  22) 

Twenty- three  percent  of  the  supervisors  had  the  bachelor's  degree.  They 
had  used  a variety  of  methods  for  updating  and  many  sources  of  information, 
and  thought  their  companies  had  a favorable  attitude  toward  continuing 
education.  (Pages  23-27) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Transportation  Equipment,  21  top  managers  from 
six  companies  completed  the  questionnaire.  Top  managers  were  defined  as 
"senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the  major 
divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of 
50  percent  or  more  are  listed  at  the  top  of  Page  4. 


"Should  Have*' 


Effective  Written  Communications 

Effective  Speaking 

Effective  Utilisation  of  Manpower  Resources  and  Allocation, 

Communication  in  the  Organization  > 

Listening  Skills 

Management  Development 

Improving  Decision  Making  of  Managers 

Performance  Appraisal  and  Counseling  Techniques  • • • • • 
Personnel  Policy  Affecting  Labor-Management  Relations  . . 

Planning  and  Utilization  of  Physical  Facilities  

Effective  Reading  Skills 

Incentives 

Management  Reporting  Systems.  . 

Industrial  Organization  and  Administration 

Long-range  Planning  and  Forecasting  for  Corporate  Growth. 

Managerial  Motivation 

Creativity  and  Innovation  

Working  Effectively  with  Individuals  and  Groups  

Statistical  Decision  Theory  ...... 


Percent 

84 

79 

67 

67 

65 

65 

61 

61 

59 

59 

58 

58 

55 

55 

53 

53 

53 

50 

50 


Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  following  courses: 


"Subordinates* 

Needs" 

Percent 


Creativity  and  Innovation  

Listening  Skills 

Effective  Written  Communications 

Effective  Speaking 

Effective  Reading  Skills 

Communication  in  the  Organization  

Criteria  and  Selection  of  Personnel  « 

Working  Effectively  with  Individuals  and  Groups  • • • 

Effective  Utilization  of  Manpower  Resources  and  Allocation.  . c 


93 

82 

74 

74 

74 

72 

63 

50 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers*  needs  for  each 
subject  listed • ranked  according  to  the  "Should  Have"  response.  Also 
included  in  the  "Subordinates*  Needs"  column,  are  the  subjects  indicated  by 
top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 


GENERAL  MANAGEMENT 
(N»20) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Effective  Utilization  of 

Manpower  Resources  and 
Allocation  

67 

89 

50 

Improving  Decision  Making 

of  Managers 

Industrial  Organization  and 

61 

78 

39 

Administration  •••»••• 

55 

95 

40 

Management  Reporting  Systems  • 
Long-range  Planning  and  Fore- 

55 

80 

40 

casting  for  Corporate  Growth 
Management  of  Research  and 

53 

85 

37 

Development 

47 

71 

24 

Policy  Formation 

45 

75 

30 

Impact  of  Computer  Technology. 
Managing  Major  Change  in 

41 

76 

29 

Organizations 

Impact  of  Science  and  Techno- 

39 

72 

28 

logy  on  Business  Management. 

33 

77 

28 

Overall  Strategy  and  Goals  . • 
Ethical  Considerations  in 

26 

73 

5 

Business 

Impact  of  Government  Legis- 

17 

84 

44 

lation  and  Controls  on 
Business 

11 

61 

22 

Impact  of  Multinational 

Aspects  of  Planning  and 
Control 

11 

22 

0 

TABLE  2 

BEHAVIORAL 

SCIENCE  AND  MANAGEMENT 

(N-20) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Communication  in  the 

... 

Organization  

67 

84 

72 

Managerial  Mbtivatlon 

53 

85 

32 

Creativity  and  Innovation.  . • 
Working  Effectively  with 

53 

73 

93 

Individuals  and  Groups  ... 

50 

«3 

50 

Human  Aspect  of  Management  . . 
Political.Social,and  Cultural 

45 

80 

40 

Trends  and  Their  Impact  on 
Business  Management.  .... 

19 

57 

25 

TABLE  3 

C0MI4UNICATI0MS  TECHNIQUES 
(N-19) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Effective  Written 

Communications  

. . 84 

89 

74 

Effective  Speaking  • • • • 

90 

74 

Listening  Skills  

89 

82 

Effective  Reading  Skills  • 

. . 58 

79 

74 

TABLE  4 

ECONOMICS 

(N»18) 

"Should  Have" 

"Subordinates 

"Should  Have”  and  "Could  Use"  Needs 

Percent  Percent 

Economic  Trends 22  55 

Comparative  Economic  Systemfv  • 12  53 


Percent 

17 

18 


TABLE  5 

\ 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N»17) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 

Statistical  Decision  Theory.  • 50 

Survey  Course  on  Quantitative 
Methods.  • • 


94 

38 

77 

24 

TABLE  6 

INDUSTRIAL  REUTIONS  AND  PERSONNEL  MANAGEMENT 

(N»20) 


"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Management  Development  • • • 

. 65 

95 

40 

Performance  Appralaal  and 

Counseling  Techniques.  • • 

. 61 

89 

33 

Personnel  Policy  Affecting 

Labor-Management  Relations 

. 59 

83 

47 

Incentives 

. 58 

84 

21 

Criteria  and  Selection  of 

Personnel 

. 47 

68 

63 

Personnel  Policy  Affecting 

Employment  Practices  • • • 

. 29 

47 

29 

Personnel  Policy  Affecting 

Wage  and  Salary  Structure. 

. 28 

56 

22 

TABLE  7 

FINANCIAL  MANAGEMENT 

(N“19> 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Capital  Budgeting 

. 44 

77 

39 

Managerial  Accounting  and 

Budgeting 

. 41 

70 

41 

Fundamentals  of  Financial 

Reporting  and  Statement 

Analysis  

. 24 

77 

35 

Financial  Planning  and 

Forecasting . . 

« 21 

53 

21 

TABLE  8 


MANUFACTURING  AND  PRODUCTION 


(N»17> 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Planning  and  Utilization  of 

Physical  Facilities.  • . . 

. 59 

71 

41 

Operations  Planning  and 

Control. 

41 

70 

41 

Operations  Research  Applied 
Production  ........ 

to 

. 35 

64 

35 

7 


TABLE  9 


MARKETING 

(N»17) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Pricing 

53 

24 

Marketing  Research  . 

42 

18 

Product  Planning  . . 

53 

35 

Logistics  Planning  . 

24 

6 

TABLE  10 

INTERNATIONAL  MANAGEMENT 

(N»15) 

"Should  Have" 

"Should  Have" 
and  "Could  Use 

Percent 

Percent 

International  Understanding 

20 

International  Economic  Analysis 

14 

None  of  the  top  managess  in  the  Transportation  Equipment  industry  reported 
that  those  they  supervise  needed  either  of  the  above  courses. 


MIDDLE  MANAGEMENT 

In  the  industrial  category  of  Transportation  Equipment,  30  middle  managers 
from  six  companies  completed  the  questionnaire.  Middle  managers  were 
defined  as  "personnel  assigned  to  executive  duties  in  the  area  between 
senior  executives  and  supervisors." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  Indicate  which  of  the  54  courses  listed  in  the 
questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need." 

They  were  also  asked  to  indicate  the  courses  needed  by  those  they  super- 
vise. 
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The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


"Should  Have" 
Percent 


Effective  Communication  in  the  Organization.  • 63 

lianagement  Development 62 

Working  Efficiently  with  Individuals  59 

Supervisory  Training  and  Employee  Development 56 

Oral  Presentation  of  Reports 52 

Creativity  and  Innovation 52 


Fifty  percent  or  more  of  the  middle  managers  thought  that  those  they  super- 
vise needed  the  following  courses: 

"Subordinates' 

Needs" 

Percent 


Supervisory  Training  and  Employee  Development 56 

Management  Development 54 


Tables  11  through  16  present  the  data  on  the  six  general  areas  of  managerial 
responsibility  which  were  answered  by  all  the  middle  managers  in  the 
Transportation  Equipment  category. 
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TABLE  11 


GENERAL  MANAGEMENT 
(N-28) 


"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Management  Development  • • • • 

62 

93 

54 

Working  Efficiently  with 

Individuals 

59 

100 

45 

Supervisory  Training  and 

Employee  Development  • • • • 

56 

88 

56 

Effective  Utilization  of  Man- 

power  Resources  and 

Allocation • • • 

46 

78 

39 

Performance  Appraisal  and 

Counseling  Techniques.  • • • 

40 

80 

44 

Criteria  and  Selection  of 

Personnel  for  Promotion.  . . 

36 

88 

24 

Principles  and  Analysis  of 

Office  Systems  ....... 

22 

74 

35 

Impact  of  Science  and  Techno- 

logy  on  Business  Management. 

20 

72 

32 

Analyzing  Organizational 

Behavior 

19 

63 

30 

Long-range  Planning  and  Fore- 

casting for  Corporate  Growth 

16 

40 

20 

Impact  of  Computer  Technology. 

13 

52 

26 

The  Application  of  Information 

Technology  on  Decision 

Making  

12 

50 

15 

Impact  of  Government  Legls- 

Latlon  and  Controls  on 

Business  

0 

42 

15 

TABLE  12 

BEHAVIORAL  SCIENCE  AND  MANAGEMENT 

(N«24) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Creativity  and  Innovation  . . 

52 

91 

48 

Human  Aspect  of  Management  . . 

48 

91 

39 

Understanding  Group  Inter- 

action  and  Behavior 

35 

78 

35 

Management  Psychology 

25 

79 

21 

Industrial  Sociology  ..... 

18 

45 

9 

Social  and  Cultural  Trends  and 

Their  Impact  on  Business 

Management 

18 

41 

14 

Itipact  of  Consumer  Behavior  on 

Management  ......... 

9 

16 

9 

10 


TABLE  13 


COMMUNICATION 

(N*25) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Effective  Communication  in 

the  Organization  

63 

92 

46 

Oral  Presentation  of  Reports 

• 

52 

82 

48 

Effective  Report  Writing  • • 

• 

48 

84 

40 

Effective  Reading  Skills  • • 

• 

46 

84 

46 

Business  Letter  Writing.  • • 

• 

33 

83 

42 

Listening  Skills  •••••• 

33 

75 

42 

Conference  Leadership.  ... 

26 

65 

30 

TABLE  14 

ECONOMICS 

(N-24) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Fundamentals  of  Economics.  . 

• 

17 

38 

13 

Economics  of  Production  and 

Cost 

13 

65 

26 

The  Price  Mechanism.  .... 

9 

54 

9 

Economic  Trends.  ...... 

9 

35 

13 

Economics  of  Technology  and 

Innovation  • 

9 

31 

9 

m 

International  Economics.  . . 

• 

4 

13 

4 

The  Economic  Systems  of  the 

A 

United  States 

0 

32 

0 

Comparative  Economic  Systems 

• 

0 

17 

0 

11 
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TABLE  15 


QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N-24) 


"Should  Have"  "Subordinates ' 

"Should  Have"  and  "Could  Use"  Needs" 


Improving  Decision  Making  of 

Managers  

Review  of  Basic  Mathematics.  • 
Replacement  Management  • • • • 
Statistical  Procedures  and 

Methods 

Statistical  Decision  Theory.  . 

Inventory  Management  

Probability  Theory  

Applying  Program  Evaluation 
and  Review  Techniques  (PERT) 

Analytic  Geometry 

Matrix  Algebra  

Calculus  of  Infinite  Series.  . 

Dynamic  Programming 

Calculus  of  Finite  Differences 

Linear  Programming  

Waiting  Lines 


Percent 

Percent 

Percent 

48 

78 

26 

39 

61 

48 

25 

58 

17 

23 

59 

23 

23 

59 

14 

22 

52 

13 

19 

48 

19 

17 

46 

17 

14 

37 

14 

5 

24 

14 

4 

21 

4 

4 

17 

4 

4 

13 

4 

0 

13 

0 

TABLE  16 


COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N-22) 


"Should  Have"  "Subordinates ' 
"Should  Have"  and  "Could  Use"  Needs" 


Mathematics  for  Digital 

Computers 

Applying  the  Computer  to 
Problems  of  Business  and 

Management 

Fundamentals  of  Programming 
for  Computer  Operations.  . 
Data  Systems  and  Processing. 


Percent 

Percent 

Percent 

20 

40 

20 

19 

43 

24 

18 

45 

23 

18 

41 

23 

12 


F 


i 


If  the  menager*8  area  of  major  responsibility  was  not  Included  in  the  pre- 
ceding six,  he  was  asked  to  complete  the  one  of  seven  additional  areas 
that  most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (S  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  17  through  23,  show  the  responses. 

TABLE  17 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-12) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

In-plant  Training 

55 

73 

18 

Maintaining  Efficient  and  Up- 
To-Date  Personnel  Records.  . 

f V 

50 

50 

30 

Recruiting,  Interviewing, 
Selection,  Assessment  of 
Personnel  and  Promotion.  . . 

42 

67 

25 

Management  and  Labor  Relations 

36 

63 

36 

Job  Analysis  and  Job 

Evaluation  Methods  

33 

75 

8 

Industrial  Safety  and  Medical 
Services  

30 

40 

20 

Employee  Benefit  Plans  .... 

20 

30 

10 

Salary  and  Wage  Administration 

18 

36 

9 

TABLE  18 


FINANCIAL  MANAGEMENT 
(N-11) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


New  Developments  in  Equipment 


Replacement  Policy  . . . . , 

55 

64 

9 

Budgets 

, 36 

45 

18 

Managerial  Accounting.  . . . . 
Fundamentals  of  Financial 

22 

33 

0 

Reporting  and  Statement 
Analysis  , 

11 

22 

0 

Taxes 

Financial  Planning  and 

11 

11 

0 

Forecasting 

0 

11 

0 

13 

ft 

k 


o 

ERIC 


i 


i 

i 


I 


3 
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TABLE  19 


MANUFACTURING  AND  PRODUCTION 
(N-18) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs"  _ 


Automation  

Methods  Analysis  and  Work 

Simplification  

Quality  Control 

Inventory  Management  • • • • 

Value  Analysis  

Production  Planning  and 
Control  Management  • • • • 

Engineering  Economy 

Maintenance  Planning  and 

Control 

Materials  Handling  

Organization  and  Management  of 
Purchasing  Operations*  • • • 


Percent 

Percent 

Percent 

47 

82 

47 

44 

82 

56 

44 

66 

33 

43 

64 

21 

41 

65 

41 

29 

58 

41 

28 

84 

22 

25 

56 

25 

25 

50 

38 

18 

65 

18 

TAB7^  20 


MARKETING 


(H-7) 

lould  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

14 

28 

14 

14 

28 

0 

0 

14 

0 

0 

14 

0 

0 

14 

0 

0 

14 

0 

Product  Planning  • • • • 

Fundamentals  of  Pricing. 

Marketing  Management  • • 

Fundamentals  of  Marketing 
Marketing  Research  • • . 

Physical  Distribution  Methods 

None  of  the  managers  Indicated  a need  for  the  remaining  three  courses  for 
themselves  or  those  they  supervise. 
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SALES  MANAGEMENT 
(N-6) 

None  of  the  middle  managerci  in  the  Transportation  Equipment  industry 
indicated  a need  for  any  of  the  five  courses  in  Sales  Management  for 
themselves  or  for  those  they  supervise. 

TABLE  21 

INTERNATIONAL  MANAGEMENT 
(N-6) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


Commercial  Policy  and  Trade  Control.  .....  17 

United  States  Foreign  Economic  Policy.  . . « . 17 

British  Commonwealth,  United  Nations, 
including  International  Monetary  Fund 
and  World  Bank  and  Their  Role  in 

World  Trade 17 

Appraising  and  Developing  Foreign  Markets.  . . 17 


34 

34 


17 

17 


No  managers  reported  a need  for  themselves  for  five  other  courses,  and 
none  of  the  middle  managers  Indicated  a need  for  any  of  the  courses  listed 
on  the  part  of  those  they  supervise. 


TABLE  22 

RESEARCH  AND  DEVELOPMENT 
(N-10) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


Percent 

Percent 

Planning  Budgeting  and  Control  of  Projects  . . 

30 

50 

Building  Research  and  Development  Teams.  ... 

22 

44 

Supervision  and  Management  of  Research 

Services  

20 

60 

Evaluation  of  the  Research  and  Development 
Programs  

20 

50 

Guidelines  for  Selecting  and  Appraising 

New  Projects 

20 

50 

None  of  the  middle  managers  reported  a need  for 

any  of  the 

courses  on  the 

part  of  those  they  supervise. 
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Background  Information  of  Middle  Managers 

Personal,  Sducat tonal,  and  Professional  Background 

Seventeen  percent  (N*5)  of  the  30  middle  managers  were  40  years  of 
age  or  younger.  Ninety- three  percent  (N^BS)  had  completed  high 
school  and  13  percent  (N«4)  had  the  bachelor's  degree.  One  person 
had  the  master's  degree  and  one  had  the  doctorate.  Three  percent 
(N«l)  went  to  business  school  and  30  percent  (Nb9)  went  to  trade 
school.  The  major  fields  of  study  for  the  undergraduate  and 
graduate  degrees  are  given  below: 


TABLE  23 


MAJOR  FIEIDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number 

Number 

Number 

Bachelor's 

Master's 

Doctor's 

Business  Administration.  . . 

1 

0 

Engineering.  . 

0 

0 

Liberal  Arts  

...  2 

0 

0 

Psychology  

0 

1 

Total  

...  4 

1 

1 

The  major  areas  of  work  for  the  twiddle  managers  In  the  Transportation 
Equipment  Industry  are  shown  below: 

TABLE  24 

MAJOR  AREAS  OF  WORIC 

Number  Percent 
Managers  Managers 


Administration 6 

Engineering 11 

Finance 1 

Industrial  Relations  1 

Maintenance 2 

Manufacturing 4 

Production  Control  — Records 2 

Purchasing  and  Procurement  1 

Research  and  Development 1 

Service  (yard  and  labor  personnel,  etc.)  . . 1 

Total 30 


20 

38 

3 

3 

7 

13 

7 

3 

3 

3 

100 
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Methods  of  Updating 


Sixty  percent  (N>18)  of  the  middle  managers  would  take  a credit 
course  and  67  percent  (N*20)  would  take  a non-credit  course  If 
they  were  offered  locally. 


One  manager  was  currently  enrolled  for  the  associate  degree  and  one 
for  the  master’s.  One  planned  to  enroll  for  the  associate  degree. 


Sixty- seven  percent  had  no  plans  for  further  degree  work  and  their 
reasons  are  given  below: 


TABLE  25 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 
Managers  Managers 


Don't  have  the  time 

Not  Interested  .......  i 

Can  do  better  on  iqy  own.  . . . 
Job  demands  no  more  education, 
Cannot  afford  It  ......  « 

Other  (not  specified) 


6 

4 

3 

2 

2 

3 


30 

20 

15 

10 

10 

15 


Total 


20 


100 


The  variety  of  educational  methods  used  by  middle  managers  for  up< 
dating  within  the  past  four  years  follows: 


TABLE  26 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N»30) 


Company  In-service  training  courses.  • . . 
Managerial  development  within  company.  • . 
Attendance  at  regional  or  national 

meetings  of  professional  societies  . . . 
Workshops  or  seminars  on  managerial  topics 
Short  refresher  courses  at  colleges  or 

universities  

Correspondence  courses 

High  school  courses.  


Number 

Percent 

Managers 

Managers 

. 14 

47 

. 13 

43 

. 11 

37 

. 9 

30 

. 3 

10 

. 2 

7 

. 1 

3 

Many  sources  of  Information  were  used  by  the  middle  managers  to  keep 
up  with  new  developments.  Table  27  lists  these  sources. 
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TABLE  27 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N-29) 

Percent 


Discussion  vlth  company  personnel 

(Informal  or  formal) 

In-plant  reports  and  bulletins. 
Subordinate- superior  discussions 

or  meetings  

Manufacturer's  literature  . . . 
Technical  books,  reports, 

abstracts,  and  Indexes.  . . . 
Company  In-service  courses.  . . 
Lectures,  conferences,  work- 
shops, and  seminars  

Professional  society  meetings  . 
Scientific  and  technical 

journals 

Management  journals  

Use  of  consultants 

College  and  university  evening 

courses  

Business  reports 

College  and  university  day 

courses  


0) 
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Q P 
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59 

41 

0 

0 

0 

54 

42 

4 

0 

0 

33 

60 

7 

0 

0 

31 

34 

31 

4 

0 

25 

35 

36 

4 

0 

16 

52 

4 

8 

20 

15 

44 

19 

7 

15 

12 

20 

40 

28 

0 

11 

52 

15 

15 

7 

8 

52 

28 

8 

4 

8 

21 

25 

38 

8 

8 

8 

4 

67 

13 

7 

45 

33 

15 

0 

0 

0 

4 

96 

0 

Middle  managers  responded  to  a listing  of  seven  educational  media, 
other  than  classroom  Instruction,  through  which  they  would  take 
courses. 


TABLE  28 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N®30) 


Programmed  Instruction  . . 
Correspondence  courses  . . 
Educational  television  . . 
Courses  recorded  on  tapes  . 
Courses  recorded  on  records 
Two-way  radio  courses  . . . 
IVo-way  telephone  courses  . 


Number 

Percent 

Manasers 

Managers 

14 

47 

12 

40 

7 

23 

5 

17 

5 

17 

3 

10 

3 

10 

18 
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Comp&ny  Attitudes  Toward  Education 

Of  the  28  managers  responding  to  a question  on  the  attitudes  of  their 
inmediata  superior  toward  continuing  their  education,  54  percent 
(N*15)  said  the  superior  encouraged  them  and  46  percent  (N“13)  said 
the  superior  was  noncommittal.  No  one  reported  that  the  superior 
discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities. 

TABLE  29 


MANAGERS*  PERCEPTION  OF  COMPANY  POLICY 
TONARD  PROFESSIONAL  DEVELOPMENT 
(N-29) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Percent 

Percent 

Percent 

Percent 

Enroll  for  advanced  work 

92 

8 

0 

0 

Attend  company  training 
courses 

89 

11 

0 

0 

Attend  professional 
meetings  ....... 

81 

19 

0 

0 

Hold  office  in  pro- 
fessional societies.  . 

61 

27 

0 

12 

Attend  seminars  or  work- 
shops away  from  the 
coDp&ny 

59 

33 

4 

4 

Write  technical  and  pro- 
fessional papers  ... 

46 

35 

4 

15 

Educational  leave  of 
absence 

10 

14 

14 

62 

Fifty-nine  percent  of  the  middle  managers  indicated  that  they  were 
employed  by  companies  which  provided  in-service  training;  38 
percent  were  not,  and  three  percent  did  not  know.  Seventy- ei^t 
percent  said  the  training  was  entirely  on  company  time,  11  percent 
said  it  was  partly  on  company  time,  four  percent  said  it  was  not 
on  company  time,  and  seven  percent  did  not  know. 
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Sixty- three  percent  reported  that  their  company  had  an  educational 
aaaiatance  plan.  Thirty  percent  said  it  did  not  and  seven  percent 
did  not  know.  Fifty- nine  percent  said  the  course  had  to  be  job- 
related  in  order  to  qualify  for  financial  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
18  managers  who  responded  to  this  question,  follows: 

TABLE  30 


PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 12 

About  3/4 0 

About  2/3 0 

About  1/2 0 

About  1/3.  0 

Less  than  1/3 0 

Don't  know ^ 

Total 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work: 


TABLE  31 


MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


More  than  $300 
251  - 300.  . . 
201  - 250.  . . 
151  - 200.  . . 
101  - 150.  . . 
51  - 100.  . . 
50  or  less.  . 
Don't  know  . . 


Number 

Managers 


0 

0 

0 

0 

0 

13 


Total 


17 
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Vftien  asked  about  the  effect  of  available  coooany  educational  assis- 
tance In  motivating  them  to  undertake  further  education,  17  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  28 
percent  said  It  had  partially  Influenced  them,  and  55  percent  said 
It  had  no  effect.  There  is  an  Inconsistency  here;  while  45  percent 
said  the  availability  of  financial  aid  motivated  them  to  some  extent, 
only  two  persons  were  actually  enrolled  and  one  was  planning  to 
enroll.  However,  some  who  had  completed  their  educational  objectives 
may  hav6  been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINL  SUPERVISION 

In  the  Industrial  category  of  Transportation  Equipment,  43  first- line  super- 
visors from  six  companies  completed  the  questionnaire.  First- line  super- 
visors were  defined  as  "those  whose  major  activities  have  to  do  with 
supervisory  and  foreman  activities."  The  supervisors  responded  to  a 
listing  of  16  course  titles  In  the  area  of  supervisory  responsibility. 

They  provided  information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating,  and  company  attitudes  toward  education. 


Educational  Needs 

The  43  first- line  supervisors  In  the  category  of  Transportation  Equipment 
were  asked  to  indicate  which  of  the  16  courses  listed  In  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 

"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job 

Leadership 

Human  Aspect  of  Management.  

The  Tools  and  Techniques  of  Effective  Supervision 

Decision  Making  .....  

Supervisor's  Role  In  Employee  Discipline 

Communications.  ....••  

Safety 

Labor  Relations  

Grievance  Procedure  and  Arbitration  ....... 

Supervisor's  Role  In  Company  Economics.  . . . ^ . 


70 

63 

62 

60 

60 

55 

55 

53 

52 

50 

50 


Table  32  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  32 


-•ni'ar- 

( ) 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(N^3) 


"Should  Have” 


Principles  of  Supervteion 


Fundamentals  of  the  Supervisor's  Job.  . 

Decision  Making • • • • . . 

The  Tools  and  Techniques  of  Effective 

Supervision 

Supervisor's  Role  in  Qnployee 

Discipline 

Supervisor's  Role  in  Company  Economics. 
Inter-Departmental  Cooperation.  . . . . 


Employee  Trainina  and  Evaluation 


Safety 

Evaluation  of  Employee  Performance. 
Employee  Training  ......... 


The  Supervisor  and  the  Union 


Labor  Relations 

Grievance  Procedure  and  Arbitration 
Labor  Relations  Legislation  .... 


Developing  Those  We  Supervise 


Leadership . . « 

Human  Aspect  of  Management. 

Communications 

Developing  the  Work  Team.  . 


Background  Information  of  First" Line  Supervisors 

Personal,  Educational,  and  Professional  Background 


"Should  Have" 
and  "Could  Use" 


No. 

7. 

No. 

7. 

30 

70 

39 

91 

26 

60 

40 

93 

25 

60 

39 

93 

23 

55 

38 

91 

21 

50 

39 

93 

19 

44 

40 

93 

21 

53 

35 

88 

20 

48 

36 

86 

15 

36 

35 

84 

22 

52 

35 

83 

21 

50 

33 

79 

10 

24 

29 

69 

27 

63 

39 

91* 

26 

62 

38 

91 

23 

55 

41 

98 

18 

43 

37 

88 

Fifty-one  percent  (N«22)  of  the  first- line  supervisors  were  40  years 
of  age  or  younger.  Eighty- four  percent  (N**36)  were  high  school 
graduates,  23  percent  (NelO)  had  the  bachelor's  degree,  and  nine 
percent  (N*4)  had  the  master's  degree;  no  one  had  the  doctorate. 

Five  percent  (N«2)  had  gone  to  business  school  and  16  percent  (N*7) 
to  trade  school.  The  major  fields  of  study  for  a degree  are  indicated 
at  the  top  of  page  23. 
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TABLE  33 


MAJOR  FIEIDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Humber 
Bachelor* 8 


Number 
Master *6 


Business  Administration  2 

Engineering  7 

Liberal  Arts 1 


4 

0 

0 


Total 


10 


4 


Below  Is  a listing  of  the  major  areas  of  work  for  the  first- line 
supervisors  In  the  Transportation  Equipment  Industry: 

TABLE  34 


MAJOR  AREAS  OF  HORIC 


Number 

Supervisors 


Percent 

Supervisors 


Administration 1 

Engineering 5 

Industrial  Relations 2 

Maintenance  3 

Manufacturing  23 

Marketing  and  Sales  2 

Production  Control  — Records  ....  2 

Purchasing  and  Procurement 1 

Other  (not  specified) 3 


2 

12 

5 

7 

55 

5 

5 

2 

7 


Total 


42  100 


Methods  of  Updating 

Fifty- two  percent  (N»22)  of  the  first- line  supervisors  would  take  a 
credit  course  and  65  percent  (N*28)  would  take  a non-credit  course 
If  they  were  offered  locally. 

Eight  supervisors  were  currently  enrolled  In  degree  programs:  two 

for  the  associate  degree,  two  for  the  bachelor* s,  and  four  for  the 
master's.  Three  planned  to  enroll,  one  for  the  associate  degree  and 
two  for  the  bachelor's.  Major  fields  of  study  were  reported  by  ten 
supervisors:  seven  In  business  administration,  two  In  engineering, 

and  one  In  law. 

For  the  30  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  ceasons  were  Indicated: 
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TABLE  35 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Supervisors  Supervisors 


Don't  have  the  time • 10  33 

Cannot  afford  it ^ 20 

Not  a high  school  graduate A 13 

Not  interested 3 10 

Live  too  far  from  educational  center.  • 2 7 

Job  deminda  no  more  education 2 7 

Can  do  better  on  my  own 1 3 

Other  (not  specified) • • • 2 7 

Total 30  100 


Pirst*line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 


TABLE  36 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N-43) 

Number  Percent 

Supervisors  Supervisors 


Company  in-service  training  courses  . . 22  51 

Managerial  development  within  company  . 14  33 

Workshops  or  seminars  on  managerial 

topics 13  30 

Attendance  at  regional  or  national 

meetings  of  professional  societies.  . 11  26 

Correspondence  courses 8 19 

Short  refresher  courses  at  colleges 

or  universities 3 7 


Workshops  or  seminars  in  liberal  arts 

or  humanities 

High  school  courses  to  improve  Job 
performance  
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The  sources  of  information  used  by  first- line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  3 7 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N«41) 


Percent 


0) 


Discussion  with  company  personnel 

(informal  or  formal)  

In-plant  reports  and  bulletins  . . 
Subordinate- superior  discussions 

or  meetings 

Manufacturer's  literature  • • • • 

Management  journals 

Company  in-service  courses  • • • • 
College  and  university  evening 

courses 

Technical  books,  reports, 

abstracts,  and  indexes  

Scientific  and  technical  Journals. 
Lectures,  conferences,  work- 
shops, and  seminars.  ...... 

Use  of  consultants  .«•  

Business  reports  

Professional  society  meetings.  . . 
College  and  university  day  • . • • 
courses ••••• 
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o>  cd 

CO 
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s 

0) 

. 1 

9 

« 0) 

& 
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•i  Si 

SS  M 

(0  M 
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58 

32 

10 

0 

0 

47 

44 

7 

0 

2 

46 

41 

10 

3 

0 

38 

28 

23 

8 

3 

36 

33 

21 

5 

5 

28 

34 

8 

8 

22 

22 

11 

8 

45 

14 

21 

32 

23 

21 

3 

21 

30 

18 

23 

8 

18 

35 

26 

3 

18 

11 

19 

27 

38 

5 

8 

40 

26 

23 

3 

8 

13 

28 

46 

5 

0 

0 

9 

85 

6 

First- line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  38) 


( ) 
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TABLE  38 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«43) 


Number  Percent 

Supervisors  Supervisors 


Correspondence  courses  24  56 

Programmed  instruction 17  40 

Educational  television 14  33 

Courses  recorded  on  records 7 16 

Courses  recorded  on  tapes 7 16 

Two-way  radio  courses 5 12 

Two-way  telephone  courses 2 5 

Other  (not  specified) 2 5 


Company  Attitudes  Tov7ard  Education 

A total  of  42  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their 
education.  Forty-eight  percent  (N^20)  said  the  superior  encouraged 
them;  52  percent  (N*22)  said  he  was  noncommittal » and  no  one  said  he 
discouraged  him. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  lack  of  policy  or  lack  of 
communication. 

TABLE  39 

SUPERVISORS'  PERCEPTION  OF  COMPANY 


POLICY  TOWARD 

PROFESSIONAL  DEVELOPMENT 

(N«40) 

Encouraaes  Noncommittal 

Discour  C!^es 

Do  Not  Know 

Percent  Percent 

Percent 

Percent 

Attend  company  training 
courses  ....... 

100 

0 

0 

0 

Enroll  for  advanced 
work 

80 

5 

0 

15 

Attend  professional 
meetings 

59 

15 

0 

26 

Hold  office  in  pro- 
fessional societies  . 

57 

11 

0 

32 

Attend  seminars  or 
workshops  away  from 
the  company  

48 

8 

8 

36 

Write  technical  and  . 
professional  papers  . 

35 

19 

0 

46 

Educational  leave  of 
absence  

15 

5 

18 

62 

26 
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Fifty-eight  percent  of  the  supervisors  were  employed  by  companies 
which  provided  in-service  training;  28  percent  said  their  company 
did  not  provide  it  and  14  percent  did  not  know.  Seventy-two  percent 
said  the  training  was  completely  on  company  time,  ten  percent  said 
it  was  partly  on  company  time,  ten  percent  said  it  was  entirely  on 
the  men*s  own  time,  and  eight  percent  did  not  know. 

Seventy-nine  percent  reported  that  their  company  had  an  educational 
assistance  plan;  seven  percent  said  it  did  not,  and  14  percent  did 
not  know.  Fifty-one  percent  said  the  course  must  be  job-related  in 
order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company,  as  indicated  by  the 
31  supervisors  who  answered  this  question,  is  shown  in  the  table 
below: 


TABLE  40 

PROPORTION  OF  TUITION  PAID 


Number 

Supervisors 

All  or  almost  all 

About  3/4 5 

About  2/3 0 

About  1/2 2 

About  1/3 ^ 

Less  than  1/3 ^ 

Don't  know ^ 

Total 31 

Table  42  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 
companies  employing  the  first-line  supervisors. 

TABLE  41 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 

Number 

Supervisors 


More 

than  $300 

251  - 

300.  . . 

201  - 

250.  . . 

151  - 

200.  . . 

101  - 

150.  . . 

51  - 

100.  . . 

SO  or  less 
Don't  know 


18 

0 

5 

0 

0 

0 

0 

9 


Total 


32 
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When  esked  what  the  effect  of  available  financial  assistance  was  on 
their  motivation  to  undertake  further  education,  34  percent  of  the 
supervisors  said  It  strongly  encouraged  them,  35  percent  said  It 

Influenced  them,  and  31  percent  said  It  had  no  effect*  The 
seeming  Inconsistency  that  was  noted  for  the  middle  managers  applies 
to  the  supervisors:  while  69  percent  said  that  the  availability  of 

financial  aid  had  motivated  them  to  some  extent  to  undertake 
additional  education,  only  eight  of  the  43  respondents  were  actually 
enrolled  and  three  were  planning  to  enroll* 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  THE  TRANSPORTATION 
EQUIPMENT  INDUSTRY  WITH  THOSE  OP  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  In  the  Industrial 
category  of  Transportation  Equipment  as  compared  with  needs  of  those  In 
business  and  Industry  as  seen  In  the  total  report,  "Managerial  end  Super- 
visory Educational  Needs  of  Business  and  Industry  In  Pennsylvania,"  varied 
widely* 


Top  Management 

Of  the  48  subjects  listed,  the  following  were  Indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


"Should  Have" 
Percent 

Transportation  Total 
Equipment  Report 

N»21  Nte705 


Effective  Written  Communications 84  50 

Effective  Speaking 79  50 

Effective  Utilization  of  Ifonpower  Resources  and 

Allocation 57  * 

Communication  In  the  Organization 67  59 

Listening  Skills 55  ^ 

Management  Development 65  53 

Improving  Decision  Making  of  Managers 61  * 

Performance  Appraisal  and  Counseling  Techniques  * * * 61  * 

Personnel  Policy  Affecting  Labor-Management 

Relations 59  ^ 

Planning  and  Utilization  of  Physical  Facilities  * * * 59  * 

Effective  Reading  Skills 58  * 

Incentives 58  * 

Management  Reporting  Systems 55  * 

Industrial  Organization  and  Administration 55  * 

Long-range  Planning  and  Forecasting  for  Corporate 

Growth 53  50 

Managerial  Motivation 53  * 

Creativity  and  Innovation 53  * 

Working  Effectively  with  Individuals  and  Groups  * * * 50  * 

Statistical  Decision  Theory  *************  50  * 

Overall  Strategy  and  Goals * * 50 


* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  following  subjects: 


"Subordinates* 

Needs" 

Percent 

Transportation  Total 

Equipment  Report 

N«21  N«705 


Creativity  and  Innovation. 93  * 

Listening  Skills  82  62 

Effective  Written  Communications  ••••  74  74 

Effective  Speaking  74  67 

Effective  Reading  Skills  • .••••  74  62 

Communication  in  the  Organization 72  65 

Criteria  and  Selection  of  Personnel 63  * 

Working  Effectively  with  Individuals  and  Groups.  • • 50  66 

Effective  Utilization  of  Manpower  Resources  and 

Allocation 50  * 

Performance  Appraisal  and  Counseling  Techniques.  • • * 57 

Management  Development  ..••••  * 56 

Improving  Decision  Making  of  Managers * 54 

Human  Aspect  of  Management * 54 


* Less  than  50  percent 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Transportation  Equipment  and  in  the  total  report  indicated  a "Should  Have" 
need  for  the  following: 


"Should  Have" 

Percent 

Transportation  Total 

Equipment  Report 

N=35  N»l,202 


Effective  Communication  in  the  Organization.  . • • • 63  64 

Management  Development 62  66 

Working  Efficiently  with  Individuals 59  65 

Supervisory  Training  and  Employee  Development.  • • • 56  53 

Oral  Presentation  of  Reports  .•••  52  * 

Creativity  and  Innovation.  ••••  52  * 


* Less  than  50  percent 
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Subjects  which  50  percent  or  more  of  the  middle  managers  thought  represented 
educational  needs  of  those  they  supervise  were: 


"Subordinates ' 

Needs" 

Percent 

Transportation  Total 

Equipment  Report 

N»30  N-1,202 


Supervisory  Training  and  Employee  Development.  • • • 56  61 

Management  Development  54  * 

Working  Efficiently  with  Individuals * 62 

Effective  Communication  in  the  Organization * 56 

Listening  Skills * 50 


* Less  than  50  percent 


First -Line  Supervision 

Fifty  percent  or  more  of  the  first- line  supervisors  said  they  "Should  Have" 
the  following  of  a listing  of  16  subjects: 

"Should  Have" 

Percent 

Transportation  Total 

Equipment  Report 

N*43  N*l,713 


Fundamentals  of  the  Supervisor's  Job 70  64 

Leadership 63  57 

Human  Aspect  of  Management 62  53 

The  Tools  and  Techniques  of  Effective  Supervision.  . 60  55 

Decision  Making 60  54 

Supervisor's  Role  in  Employee  Discipline  55  * 

Communications 55  51 

Safety 53  * 

Labor  Relations 52  * 

Grievance  Procedure  and  Arbitration 50  * 

Supervisor's  Role  in  Company  Economics  .......  50  * 


* Less  than  50  percent 
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RECOMMENDATIONS 

For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  In  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  In  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  — • was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  Its  programs  In  this  field  and  make  them 
available  at  locations  convenient  to  business  and  Industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  In  this  field.  Its  efforts  should  be 
Intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  In  human  relations.  The  number  of  programs  In 
this  field  should  be  Increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  Its  offerings  of 
courses,  seminars,  workshops  and  Institutes  for  all  three  levels  of 
management,  and  make  them  available  at  convenient  locations. 

5.  When  classroom  Instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first* line  supervisors  said  they  would  take 
courses  by  programmed  Instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self- perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  In  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first* line  supervisors.  A large  percentage  do  not 
know  the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  Is  available  for  education. 

3.  The  fact  that  a large  number  of  management  personnel  felt  their 
superior’s  attitude  toward  their  further  education  was  non- 
committal makes  It  necessary  for  the  company  to  take  steps  to  remedy 
this  condition. 
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4.  Companies  should  help  their  managers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complexity  of  modern  business  and 
industry.  A number  of  the  subjects  which  appear  to  be  an  integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great 
potential  of  this  means  of  dissemination  of  information. 

6.  Since  about  four  out  of  ten  managers  are  employed  in  companies 
which  do  not  have  in-service  educational  programs,  consideration 
should  be  given  to  the  development  of  additional  in-service 
programs . 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  in  meeting  his  educational  objectives. 

For  Professional  Associations 


1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
information  to  prevent  technological  and  managerial  obsolescence. 
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MANAGERIAL  AND  SUPERVISORY  EDUCATIONAL  NEEDS  IN  THE 
GAS  AND  ELECTRIC  UTILITIES  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  Is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  vhlch  indicate  the  need  for  this  study.  Among  them  are; 

1.  ‘ There  Is  a significant  increase  in  managerial  positions  and  a 

resulting  increase  in  the  need  for  managerial  education  and 
training.  Managerial  positions  are  increasing  faster  than  the 
increase  in  the  total  vjork  force.  Education  is  needed  to  keep 
up  to  date  and  prevent  obsolescence,  and  must  be  a continuing 
process. 

2.  The  rapid  groiJth  of  managerial  knowledge  has  Increased  the  importance 
of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

4.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  complex  and  competitive 
environments.  New  skills  and  abilities  are  needed  for  new  types 
of  work,  and  in  today's  highly  competitive  market  improved 
efficiency  becomes  more  Important. 

6.  Greater  emphasis  is  being  placed  on  international  management.  The 
international  aspects  of  business  will  become  more  important  for 
more  companies  in  the  future,  as  a greater  proportion  of  sales  and 
profits  of  many  domestic  firms  comes  from  abroad. 

7.  Scientific  research  and  development  are  necessities  for  business 
growth.  The  manager  must  know  how  to  make  use  of  the  results  of 
research. 

8.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 

Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  vjith  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  report  is  a specific  oesment  of  a larger  study,*  and  is  based  on  re- 
sponses from  18A  managers  and  supervisors  from  12  companies  in  the  Gas  ano 
Electric  Utilities  industry  in  Pennsylvania,  The  survey  utilized  three 
questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel. 

The  respondents  checked  one  of  three  choices;  "Should  Have,"  "Could  Use," 
and  "Don't  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  oxm  needs;  this  was  not  asked  of  first-line  supervision. 
Middle  management  and  first-line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUMM^Y 

Top  Management 

Of  48  courses  listed,  six  were  checked  by  50  percent  or  more  of  top  managers 
as  "Should  Have."  (Page  3) 

For  those  they  supervise,  50  percent  or  more  of  top  managers  said  12  courses 
were  needed.  (Page  4) 

Middle  Management 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have"  need 
for  11  courses  in  the  areas  of  general  management  and  communication  out  of 
54  courses  listed  in  six  areas.  (Page  9) 

Those  supervised  by  middle  management  were  thought  by  50  percent  or  more  of 
the  managers  to  need  11  of  the  listed  courses,  (Page  10) 

The  educational  level  was  good,  with  45  percent  having  the  bachelor's  degree. 
Middle  managers  had  used  many  methods  of  instruction  and  sources  of  infor- 
mation for  updating,  and  reported  generally  favorable  attitudes  toward 
education  on  the  part  of  their  companies.  (Pages  17-20) 


* Dubin,  S.S.,  Alderman,  E. , and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Pennsyl- 
vania  State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey;  705  top  managers,  1,202  middle 
managers,  and  1,713  first-line  supervisors.  Twenty-two  Industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 
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Ftrst"Ltne  Supervlslo^p 

Fifty  percent  or  more  of  the  first-line  supervisors  reported  a "Should  Have" 
need  for  eijht  out  of  16  courses.  (Page  22) 

Twelve  percent  of  the  supervisors  had  the  bachelor's  degree.  They  had  used 
a variety  of  methods  for  updating  and  many  sources  of  information,  and 
thought  their  companies  had  a favorable  attitude  toward  continuing  education. 
(Pages  23-27) 

TOP  MANAGEMENT 

In  the  industrial  category  of  Gas  and  Electric  Utilities,  38  top  managers 
from  12  companies  completed  the  questionnaire.  Top  managers  were  defined 
as  "senior  executives  who  direct  an  enterprise  as  a whole  or  who  head  the 
major  divisions." 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  questionnaire  for  top  management  consisted  of  48  suggested  courses  on 
management  subjects.  These  were  in  the  areas  of: 

General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 

Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 

The  courses  for  which  top  management  indicated  a "Should  Have"  need  of  50 
percent  or  more  were: 

»»Should  Have" 

Percent 

Working  Effectively  with  Individuals  and  Groups  . . 

Communication  in  the  Organization  

Management  Development • 

Overall  Strategy  and  Goals 

Managerial  Motivation  

Policy  Formation 


1 


63 

58 

55 

54 

53 

51 
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Fifty  percent  or  more  of  the  top  managers  indicated  that  those  they  supervise 
needed  the  folloifing  courses: 


"Subordinates ' 
weeds*' 
Percent 


Working  Effectively  with  Individuals  and  Groups  , 

Effective  Written  Communications.  , 

Performance  Appraisal  and  Counseling  Techniques  . 

Effective  Speaking 

Listening  Skills 

Communication  in  the  Organization  

Management  Development 

Managerial  Motivation  

Improving  Decision  Making  of  Managers  

Human  Aspect  of  Management 

Effective  Reading  Skills 

Fundamentals  of  Financial  Reporting  and  Statement 
Analysis 


74 

71 

70 

60 

66 

64 

61 

61 

57 

56 

53 

50 


Tables  1 through  10  show  the  extent  of  the  top  managers ' needs  for  each 
subject  listed,  ranked  according  to  the  "Should  Have"  response.  Also 
included,  in  the  "Subordinates'  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 
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TABLE  1 


GENERAL  MANAGEMENT 
(N»37) 


"Should  Have" 

♦'Should  Have"  and  "Could  Use" 


"Subordinates ' 
Needs" 


Overall  Strategy  and  Goals  , . . 

Policy  Formation  

Long-range  Planning  and  Fore- 
casting for  Corporate  Groi^7th  . 
Industrial  Organization  and 

Administration  

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 
Improving  Decision  Making  of 

Managers  

Effective  Utilization  of  Man- 
power Resources  and  Allocation 
Impact  of  Computer  Technolo3y,  . 
Management  Reporting  Systems  . . 
Impact  of  Science  and  Technology 
on  Business  Management  . . • • 
Managing  Major  Change  in 

Organizations 

Ethical  Considerations  in 

Business  . . . . « 

Management  of  Research  and 

Development 

Impact  of  Multinational  Aspects 
of  Planning  and  Control. 


Percent 

Percent 

Percent 

54 

73 

38 

51 

73 

41 

43 

81 

35 

42 

92 

47 

35 

65 

46 

34 

80 

57 

34 

71 

49 

34 

71 

43 

33 

66 

44 

31 

68 

37 

26 

70 

29 

23 

60 

29 

6 

39 

9 

• « • 
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TABLE  2 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N=36) 

"Should  Have" 

"Should  Have"  and  "Could  Use" 


"Subordinates ' 
Needs" 


• • • • 


Working  Effectively  with 
Individuals  and  Groups 
Communication  in  the 

Organization  

Managerial  Motivation.  . . 

Human  Aspect  of  Management 
Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 
Business  Management.  . . 
Creativity  and  Innovation. 


• • • 


• • • • • 
• • • 


Percent 

Percent 

Percent 

63 

89 

74 

58 

83 

64 

53 

86 

61 

42 

75 

56 

30 

57 

27 

27 

63 

45 
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TABLE  3 

COLMJNICATIONS  TECHNIQUES 
(N-37) 


"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Effective  Written  Conmunlcatlons  49 

66 

71 

Effective  Reading  Skills  . . , 

. . 47 

63 

53 

Listening  Skills  . 

. . 46 

83 

66 

Effective  Speaking  

. . 46 

76 

68 

TABLE  4 

ECONOMICS 

(N»35) 

"Should  Have" 

"Subordinates ' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends 

57 

20 

Comparative  Economic  Systems 

. . 7 

30 

20 

TABLE  5 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(M=33) 

"Should  Have" 

"Subordinates' 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

percent 

Statistical  Decision  Theory. 
Survey  Course  on  Quantitative 

. . 21 

36 

27 

Methods • • • • 

. . 16 

47 

25 

6 


TABLE  6 


INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N-33) 


Management  Development  • . • . 
Personnel  Policy  Affecting 
Labor  "Management  Relations  . 
Personnel  Policy  Affecting 
Employment  Practices  .... 
Performance  Appraisal  and 
Counseling  Techniques.  . . • 
Personnel  Policy  Affecting  17age 
and  Salary  Structure  .... 
Criteria  and  Selection  of 

Personnel 

Incentives  


Should  Have'^ 
Percent 

. 55 

. 39 

. 39 

. 36 

. 28 

. 27 

. 27 


"Should  Have" 
nd  "Could  Use" 
Percent 

82 

65 

65 

78 

62 

72 

64 


"Subordinates 

Weeds" 

Percent 

61 

32 
29 
70 
28 

36 

33 


I 


TABLE  7 

FINANCIAL  MANAGEMENT 
(N»33) 


Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  Use"  Needs!* 

percent  Percent  percent 


Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis 

Managerial  Accounting  and 

Budgeting 31  59  38 

Financial  Planning  and 

Forecasting.  30  63  33 

Capital  Budgeting.  .......  25  66  34 
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TABLE  8 


MANUFACTURING  AND  PRODUCTION 
(N-28) 


Planning  and  Utilization  of 
Physical  Facilities,  , , , 


Operations  Research  Applied  to 
Production  


Pricing, 


’’Should  Have" 

"Subordinates ' 

"Should  Have” 

and  "Could  Use" 

Needs" 

percent 

Percent 

Percent 

. 29 

54 

43 

il.  12 

40 

32 

1 

, 4 

29 

25 

TABLE  9 

MARKETING 

(N»28) 

"Should  Have" 

"Subordinates* 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

, . 25 

36 

21 

, . 21 

25 

17 

. . 13 

26 

17 

, . 13 

25 

17 

INTERNATIONAL  MANAGEMENT 
<N=22) 

None  of  the  top  managers  Indicated  a "Should  Have"  need  for  themselves  or 
for  those  they  supervise  for  the  two  courses  in  International  Management, 
A few  of  the  managers  indicated  they  "Could  Use’’  these  courses:  Inter* 

national  Understanding,  18  percent,  and  International  Economic  Analysis, 
ten  percent. 


MIDDLE  M^UIAGEMENT 


In  the  Industrial  category  of  Gas  and  Electric  Utilities,  62  middle  managers 
from  12  compmies  completed  the  questionnaire.  Middle  managers  were  defined 
as  "personnel  assigned  to  executive  dutires  in  the  area  bettieen  senior  exec- 
utives and  supervisors." 

Educatlonal_lteeds  Within  Areas  of  Manaaerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were  as 
follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Managers  were  asked  to  indicate  which  of  the  54  courses  listed  in  the  ques- 
tionnaire they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  They 
were  also  asked  to  indicate  the  courses  needed  by  those  they  supervise. 

The  following  courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the 
middle  managers: 


"Should  Have" 
percent 


Management  Development 70 

Working  Efficiently  with  Individuals 70 

Effective  Communication  in  the  Organization  • • • • 65 

Listening  Skills 63 

Effective  Reading  Skills 55 

Performance  Appraisal  and  Counseling  Techniques  . . 54 

Supervisory  Training  and  Employee  Development  • • • 54 

Criteria  and  Selection  of  Personnel  for  Promotion  . 53 

Business  Letter  Writing  52 

Conference  Leadership  50 

Effective  Report  Writing 50 


Fifty  percent  or  more  of  the  middle  managers  thought  those  they  supervise 
needed  the  following  courses; 

"Subordinates* 

Weeds" 

Percent 


Effective  Report  Urltlng 72 

Working  Efficiently  with  Individuals 70 

Listening  Skills 69 

Supervisory  Training  and  Employee  Development  ...  67 

Oral  Presentation  of  Reports 66 

Effective  Communication  in  the  Organization  ....  65 

Business  Letter  Writing  63 

Effective  Reading  Skills 58 

Conference  Leadership  57 

Management  Development 55 

Performance  Appraisal  and  Counseling  Techniques  . . 51 


The  following  tables,  10  through  15,  present  the  data  on  the  six  general 
areas  of  managerial  responsibility  which  were  answered  by  all  the  middle 
managers  in  the  Gas  and  Electric  Utilities  industry. 

TABLE  10 

GENERAL  MANAGEMENT 
(N»62) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs"  _ 


Working  Efficiently  with 

Percent 

Percent 

Percent 

Individuals 

70 

95 

70 

Management  Development  

Performance  Appraisal  and 

70 

95 

55 

Counseling  Techniques 

Supervisory  Training  and 

54 

86 

51 

Employee  Development  

Criteria  and  Selection  of 

54 

80 

67 

Personnel  for  Promotion.  . . . 
Impact  of  Government  Legislation 

53 

82 

42 

and  Controls  on  Business  . . . 
Effective  Utilization  of  Man- 

35 

68 

38 

power  Resources  and  Allocation 
Analyzing  Organizational 

29 

63 

32 

Behavior  

Long-range  Planning  and  Fore- 

27 

72 

30 

casting  for  Corporate  Growth  . 

26 

67 

26 

Impact  of  Computer  Technology.  . 
Principles  and  Analysis  of 

24 

46 

29 

Office  Systems  

Impact  of  Science  and  Technology 

21 

55 

28 

on  Business  Management  .... 
The  Application  of  Information 

20 

53 

16 

Technology  on  Decision  Making. 

17 

46 

21 

10 


TABLE  11 


I 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N-61) 


IT 

Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates' 

Needs" 

Percent 

Percent 

Percent 

Human  Aspect  of  Management  . . 

. 42 

81 

46 

Management  Psychology 

. 34 

81 

29 

Understanding  Group  Interaction 
and  Behavior  

. 32 

81 

44 

Creativity  and  Innovation.  . . 

. 28 

71 

33 

Industrial  Sociology  

. 19 

57 

19 

Impact  of  Consumer  Behavior  on 
Management  

. 17 

46 

10 

Social  and  Cultural  Trends  and 
Their  Impact  on  Business 
Management  

. 15 

46 

15 

TABLE  12 
COMMUNICATION 


(N=62) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Effective  Communication  In  the 

Organization  

. 65 

92 

65 

Listening  Skills  . 

. 63 

92 

69 

Effective  Reading  Skills  . . . 

. 55 

92 

58 

Business  Letter  Writing.  . . . 

. 52 

92 

63 

Effective  Report  Writing  . . . 

. 50 

07 

72 

Conference  Leadership.  . . « . 

. 50 

86 

57 

Oral  Presentation  of  Reports  . 

0 49 

88 

66 

11 


L 
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TABLE  13 

ECONOMICS 

(N-59) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Fundamentals  of  Economics.  . . . 

25 

69 

46 

Economic  Trends 

The  Economic  Systems  of  the 

21 

62 

26 

United  States 

Economics  of  Production  and 

20 

54 

31 

Cost 

Economics  of  Technology  and 

14 

45 

21 

Innovation  

11 

32 

9 

The  Price  Mechanism 

9 

41 

16 

Comparative  Economic  Systems  . . 

5 

38 

21 

International  Economics 

0 

13 

7 

TABLE  14 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=59) 


M 

Should  Have" 

"Should  Have" 
and  "could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Improving  Decision  Making  of 

Managers  

• 

39 

78 

32 

Statistical  Decision  Theory.  . 

• 

20 

49 

18 

Replacement  Management  

Applying  Program  Evaluation  and 

19 

52 

16 

Review  Techniques  (PERT)  . . 

• 

18 

48 

26 

Review  of  Basic  Mathematics.  . 
Statistical  Procedures  and 

• 

16 

41 

40 

Methods 

• 

11 

36 

25 

Inventory  Management  

9 

34 

16 

Linear  Programming  

7 

31 

11 

Probability  Theory  

7 

28 

16 

Dynamic  Programming 

7 

27 

9 

Ualtlng  Lines 

• 

5 

23 

7 

Calculus  of  Infinite  Series.  . 

• 

5 

16 

9 

Calculus  of  Finite  Differences 

• 

5 

16 

7 

Matrix  Algebra  

5 

10 

9 

Analytic  Geometry 

• 

4 

20 

16 

I 

I 


s 


12 


1 
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TABLE  15 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING 

(N=58) 

"Should  Have"  "Subordinates' 

'^Should  Have'-  and  "Could  Use"  Needs_:^ 

Percent  Percent  Percent 

Data  Systems  and  Processing,  , , 14  46  25 

Fundamentals  of  Programming  for 

Computer  Operations 12  45  28 

Applying  the  Computer  to 
Problems  of  Business  and 

Management H ^ 

Mathematics  for  Digital 

Computers 11 

If  the  manager's  area  of  major  responsibility  was  not  included  in  the  P^^®" 
ceding  six,  he  was  ashed  to  complete  the  one  of  seven  additional  areas  that 
most  closely  corresponded  to  his  special  field  of  work.  These  were: 

Industrial  Relations  and  Personnel  Management  (8  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

The  following  tables,  16  through  22,  show  the  responses  for  these  special 
fields  of  work: 

TABLE  16 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N=28) 

"Should  Have"  "Subordinates* 

"Should  l^ave"  and  "Could  Use"  Needs" 

Percept  Percent  Percent 

In-plant  Trai|:>ing,  57  79  57 

Job  Analysis  apd  Job  Evaluation 

Methods,  48  74  35 

Management  and  La)>or  Relations  , 48  o5  J 

Recruiting,  Ipterviewlng, 

Selection,  Assessment  of 

Personnel  and  Promotion,  , , , 32  . 68 

Maintaining  Efficient  and  Up-To- 

Date  personnel  Records  , , , , 29  53  2 

Salary  and  Wage  Administration  , 24  53  1> 

Employee  Benefit  Plans 24  48  33 

Industrial  Safety  and  Medical 

Services 23  55  27 
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TABLE  17 


*; 


FINANCIAL  MANAGEMENT 
(N«22) 


Budgets 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Managerial  Accounting,  • • • 
Financial  Planning  and 

Forecasting 

New  Developments  in  Equipment 
Replacement  Policy  , • • • 
Texes - • • • 


'Should  Have” 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

. 43 

86 

38 

. 43 

72 

24 

. 38 

71 

19 

. 27 

72 

23 

, 24 

57 

14 

. 19 

52 

19 

t 


TABLE  18 


MANUF/.CTURING  AND  PRODUCTION 
(N=18) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

percent 

Percent 

Engineering  Economy 

22 

55 

28 
A pm 

Maintenance  Planning  and  Control 

13 

51 

25 

Methods  Analysis  and  Work 

Simplification  

13 

44 

13 

Production  Planning  and  Control 
Management  

11 

44 

11 

6 

Value  Analysis  

11 

33 

Organization  and  Management  of 
Purchasing  Operations 

7 

27 

7 

Materials  Handling  

6 

37 

13 

Automation  

0 

38 

6 

Quality  Control,  

0 

21 

7 

f\ 

Inventory  Management  ,,,••• 

0 

23 

0 

14 


\ 


\ 
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TABLE  19 

MARKETING 

(N=15) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs** 

Percent 

Marketing  Management 20 

Fundamentals  of  Marketing.  ...  20 

Marketing  Research  20 

Product  Planning  14 

Application  of  Management 
Science  and  Computers  to 

Marketing  Problems  7 

Fundamentals  of  Pricing 0 

Brand  Marketing 0 

Physical  Distribution  Methods.  . 0 

Packaging  Design  and  Development  0 


TABLE  20 

SALES  MANAGEMENT 
(N=19) 

"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Selection  and  Evaluation  of 

Field  Salesmen  

39 

50 

33 

Motivating  Salesmen 

37 

69 

32 

Supervision  of  Field  Salesmen.  . 

33 

50 

44 

Training  of  Field  Salesmen  . . . 

28 

39 

33 

Compensation  of  Field  Salesmen  . 

12 

36 

12 

Percent 

Percent 

53 

33 

47 

47 

33 

13 

28 

14 

27 

13 

29 

7 

21 

7 

14 

7 

7 

7 

I 

i 


O 
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TABLE  21 


INTERNATIONAL  MANAGEMENT 
(N=12) 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Monetary  Exchange  Problems  ...  9 27 

International  Understanding.  . . 9 27 

British  Commonwealth,  United 
Nations,  Including  Inter- 
national Monetary  Fund  and 
Uorld  Bank  and  Their  Role 

In  World  Trade 9 27 

United  States  Foreign  Economic 

Policy 9 27 

International  Economic 

Organizations 9 18 

International  Economic  Analysis.  9 18 

Sources  of  Funds:  Financing  of 

Day- t 0-Day  Transactions.  ...  0 17 

Commercial  Policy  and  Trade 

Control 0 9 

International  Law 0 9 

Appraising  and  Developing 

Foreign  Markets . 0 8 


18 

18 


18 

9 

18 

18 

8 

0 

0 

8 


TABLE  22 

RESEARCH  AND  DEVELOPMENT 
(N«12) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
Percent  Percent 


Planning  Budgeting  and  Control 

of  Projects 9 45 

Guidelines  for  Selecting  and 

Appraising  New  Projects.  ...  9 36 

Supervision  and  Management  of 

Research  Services 9 27 

Building  Research  and  Develop- 
ment Teams 9 27 

Evaluation  of  the  Research  and 

Development  Programs 8 33 


"Subordinates' 

Needs"  j 

Percent 

I 

18  I 


18 


18 


25 


i 
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Background  Information  of  Middle  Managers 

Personal,  Educational,  and  Professional  Background 

T^jenty-seven  percent  (N®16)  of  the  62  middle  managers  were  49  years 
of  age  or  younger.  This  means  that  they  have  at  least  25  more  years 
of  productive  employment,  Elghty-nlne  percent  (N®55)  had  completed 
high  school,  45  percent  (N®28)  had  the  bachelor's  degree,  and  five 
percent  (N®3)  had  the  master's  degree.  No  one  had  the  doctorate. 
Eighteen  percent  (N®11)  went  to  business  school  and  six  percent  (N®4) 
went  to  trade  school.  The  major  fields  of  study  for  the  undergraduate 
and  graduate  degrees  are  given  below: 

TABLE  23 

MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number  Number 

Bachelor's  Master's 


Business  Administration 8 1 

Education 1 0 

Engineering 14  2 

Liberal  Arts 2 0 

Mineral  Industries  2 0 

Other  (not  specified) 1 0 

Total 28  3 


The  major  areas  of  work  for  the  middle  managers  In  the  Gas  and  Electric 
Utilities  Industry  are  shown  below:  J 

TABLE  24  j 

MAJOR  AREAS  OF  WORK  1 

■j 

Percent  ! 

Managers  j 


7 

3 

18 

2 

2 i 

7 

100 


Number 

Managers 


Administration 28 

Engineering 7 

Finance 3 

Industrial  Relations  , , 4 

Maintenance 2 

Marketing  and  Sales 11 

Purchasing  and  Procurement  1 

Traffic  and  Transportation  1 

Other  (not  specified),  , , 4 

Total 61 
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Methods  of  Updatins 


Fifty-one  percent  (W®30)  of  the  middle  managers  t<;ould  take  a credit 
course  and  73  percent  (N~45)  \irould  take  a non-credit  course  if  they 
V7ere  offered  locally. 

No  managers  V7ere  currently  enrolled  for  a degree.  Three  planned  to 
enroll:  one  for  the  bachelor's  degree  and  tx70  for  the  master's.  Tuo 

planned  to  study  business  administration  and  one  planned  to  study  lav7. 

Seventy-nine  percent  had  no  plans  for  further  degree  v7ork  and  their 
reasons  are  given  below: 


TABLE  25 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 

Number  Percent 

Managers  Managers 


Don't  have  the  time 17  36 

Live  too  far  from  educational  center 8 16 

Job  demands  no  more  education . 5 10 

Not  a high  school  graduate 4 8 

Not  Interested 3 6 

Can  do  better  on  my  oi7n 1 2 

Other  (not  specified) 11  22 

Total 49  100 


The  variety  of  educational  methods  used  by  middle  managers  for 
updating  within  the  past  four  years  is  shoxm  below: 

TABLE  26 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  UITHIN  THE  PAST  FOUR  YEARS 

(N*62) 

Number  Percent 

Managers  Managers 

IJorkshops  or  seminars  on  managerial  topics  . . 51  82 


Managerial  development  within  company 45  73 

Company  in-service  training  courses 36  58 

Attendance  at  regional  or  national  meetings 

of  professional  societies 35  56 

Short  refresher  courses  at  colleges  or 

universities 12  19 

Correspondence  courses  10  16 

Workshops  or  seminars  in  liberal  arts  or 

humanities 4 6 

Television  courses 4 6 

High  school  courses 1 2 


Many  sources  of  information  vere  used  by  the  middle  managers  to  keep 
up  vith  nev  developments.  Table  27  lists  these  sources. 


TABLE  27 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N*62) 

Percent 


Discussion  with  company  personnel 

(informal  or  formal)  

Subordinate -superior  discussions  or 

meetings  

In-plant  reports  and  bulletins  , , , 

Business  reports  

Management  Journals 

Lectures,  conferences,  workshops, 

and  seminars  

Manufacturer's  literature 

Company  in-service  courses  

Scientific  and  technical  journals,  , 
Professional  society  meetings,  , , , 
Technical  books,  reports,  abstracts, 

and  indexes 

Use  of  consultants  

College  and  university  evening 

courses 

College  and  university  day  courses  , 
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68 

27 

5 

0 

0 

65 

30 

2 

0 

3 

63 

29 

2 

3 

3 

43 

38 

15 

2 

2 

32 

57 

6 

0 

5 

32 

56 

6 

3 

3 

32 

45 

15 

8 

0 

26 

36 

16 

11 

11 

17 

43 

22 

16 

2 

14 

35 

29 

19 

3 

8 

50 

32 

10 

0 

5 

26 

31 

38 

0 

0 

12 

11 

66 

11 

0 

4 

4 

90 

2 
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Middle  managers  responded  to  a llstln^^  of  seven  educational  media, 
other  than  classroom  Instruction,  throush  \^hlch  they  would  take 
courses.  (Table  28) 


TABLE  28 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N*62) 


Number  Percent 
Managers 


Correspondence  courses  28  45 

Educational  television  27  44 

Programmed  Instruction  (.••••  24  39 

Courses  recorded  on  records 8 13 

Courses  recorded  on  tapes 5 8 

Two-way  radio  courses 2 3 

Two-way  telephone  courses 1 2 


Company  Attitudes  Toward  Education 

Of  the  60  managers  responding  to  a question  on  the  attitude  of  their 
Immediate  superior  toward  continuing  their  education,  52  percent  (N*°31) 
said  the  superior  encouraged  them  and  48  percent  (N^”29)  said  the  su- 
perior was  noncommittal.  No  one  said  the  superior  discouraged  him. 

Middle  managers  reported  their  perception  of  company  attitudes  toward 
participation  In  professional  and  educational  activities. 


TABLE  29 


MANAGERS’  PERCEPTION  OF  COMPANY  POLICY 
TOmRD  PROFESSIONAL  DEVELOPMENT 
(N®61) 


Attend  company  training 

Encourages 

Percent 

Noncommittal 

Percent 

Discourages 

percent 

Do  Not  Know 
Percent 

courses 

Attend  professional 

. 95 

0 

0 

5 

meetings  

Hold  office  In  profes- 

.  90 

7 

0 

3 

sional  societies  . . . 

. 83 

14 

0 

3 

Enroll  for  advanced  work 
Attend  seminars  or  work- 
shops away  from  the 

. 77 

7 

0 

16 

company 

Vrlte  technical  and 

. 76 

10 

0 

14 

professional  papers.  . 
Educational  leave  of 

. 68 

16 

0 

16 

absence 

. 16 

17 

14 

53 

Eighty ‘seven  percent  of  the  middle  manai3ers  Indicated  that  they  ijere 
employed  by  companies  vhlch  provided  In-service  training;  11  percent 
vere  not,  and  two  percent  did  not  knov;.  Fifty-nine  percent  said  the 
training  was  entirely  on  company  time,  34  percent  said  It  was  partly 
on  company  time,  two  percent  said  It  was  not  on  company  tlme^  and 
five  percent  did  not  know. 

Mlnety-elght  percent  reported  that  their  company  had  an  educational 
assistance  plan  and  two  percent  said  It  did  not.  Seventy-nine  per- 
cent said  the  course  had  to  be  job-related  In  order  to  qualify  for 
financial  assistance. 

The  proportion  of  tuition  paid  by  the  company  Is  shown  below; 

TABLE  30 

PROPORTION  OF  TUITION  PAID 


Number 

Managers 


All  or  almost  all 14 

About  3/4 1 

About  2/3 . . . . 1 

About  1/2 42 

About  1/3 0 

Less  than  1/3 0 

Don't  know 1 

Total 59 


The  following  table  shows  the  maximum  amount  of  tuition  paid  per  year 
by  the  companies  for  which  the  middle  managers  work: 

TABLE  31 

MAXIMUM  AMOUNT  OF  TUITION 
PAID  PER  YEAR 


Number 

Managers 


More  than  $300  21 

251  - 300 0 

201  - 250 1 

151  - 200 5 

101  - 150 0 

51  - 100 1 

50  or  less 0 

Don't  know 30 

Total 58 
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VJhen  asked  about  the  effect  of  available  company  educational  assls* 
tance  In  motivating  them  to  undertake  further  education,  28  percent 
of  the  middle  managers  said  It  had  strongly  encouraged  them,  32  per- 
cent said  It  had  partially  Influenced  them,  and  40  percent  said  It 
had  no  effect.  There  Is  an  Inconsistency  here:  while  60  percent 

said  the< availability  of  financial  aid  motivated  them  to  some  extent, 
no  one  was  actually  enrolled  and  only  three  were  planning  to  enroll. 
However,  some  who  had  completed  their  educational  objectives  may  have 
been  so  motivated  at  the  time  they  were  enrolled. 

FIRST-LINE  SUPERVISION 

In  the  Industrial  category  of  Gas  and  Electric  Utilities,  84  first-line 
supervisors  from  12  companies  completed  the  questionnaire.  First-line  su- 
pervisors were  defined  as  "those  whose  major  activities  have  to  do  with 
supervisory  and  foreman  activities."  The  supervisors  responded  to  a listing 
of  16  course  titles  In  the  area  of  supervisory  responsibility.  They  pro- 
vided Information  on  their  personal,  educational,  and  professional  background, 
methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 

The  84  first-line  supervisors  In  the  category  of  Gas  and  Electric  Utilities 
were  asked  to  Indicate  which  of  the  16  courses  listed  In  the  questionnaire 
they  "Should  Have,"  "Could  Use,"  or  "Don't  Really  Need."  The  following 
courses  were  rated  "Should  Have"  by  50  percent  or  more  of  the  supervisors. 

"Should  Have" 

Percent 


Fundamentals  of  the  Supervisor's  Job 70 

The  Tools  and  Techniques  of  Effective  Supervision  . 64 

Leadership. 61 

Decision  Making 59 

Communications 56 

Safety 56 

Human  Aspect  of  Management 53 

Supervisor's  Role  In  Employee  Discipline 52 


Table  32  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Use"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 
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TABLE  32 


FIRST-LINE  SUPERVISION  TRAINING  NEEDS 

(N-83) 


"Should  Have" 

"Should  Have"  and  "Could  Use" 
No.  7.  No.  7. 


Principles  of  Supervision 


Fundamentals  of  the  Supervisor's  Job  . . . 
The  Tools  and  Techniques  of  Effective 

• 

50 

70 

77 

93 

Supervision 

52 

64 

72 

89 

Decision  Making 

Supervisor's  Role  in  Employee  Discipline  . 
Supervisor's  Role  in  Company  Economics  . . 

48 

59 

75 

92 

• 

42 

52 

68 

84 

• 

39 

48 

68 

83 

Inter “Departmental  Cooperation  

• 

37 

46 

65 

81 

Emolovee  Tralnine  and  Evaluation 

Safety 

45 

56 

69 

86 

Evaluation  of  Employee  Performance  .... 

• 

33 

42 

65 

83 

Employee  Training 

33 

41 

65 

81 

The  Supervisor  and  the  Union 

Labor  Relations 

31 

38 

61 

75 

Grievance  Procedure  and  Arbitration.  . . . 

• 

30 

37 

60 

74 

Labor  Relations  Legislation 

12 

15 

36 

46 

Develooine  Those  We  Supervise 

Leadership  

50 

61 

73 

89 

Communications  

46 

56 

72 

88 

Human  Aspect  of  Management 

43 

53 

77 

95 

Developing  the  Work  Team  

33 

41 

67 

83 

Backeround  Information  of  First-Line  Supervisors 

Personal,  Educational,  and  Professional  Background 

Twenty-nine  percent  (N*25)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Seventy-five  percent  (N=62)  were  high  school 
graduates,  12  percent  (N®10)  had  the  bachelor's  degree,  and  no  one  had 
the  master's  degree  or  the  doctorate.  Seven  percent  (N®6)  had  gone  to 
business  school  and  15  percent  (N=13)  to  trade  school.  The  major  fields 
of  study  for  the  bachelor's  degree  are  indicated  in  the  following  table 
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TABLE  33 


MAJOR  FIELDS  OF  STUDY  OF  COLLEGE  GRADUATES 


Number 
Bachelor *s 


Agriculture 1 

Business  Administration 2 

Education 1 

Engineering 5 

Psychology  1 


Total 


10 


Below  Is  a listing  of  the  major  areas  of  work  for  the  flrit-llne 
supervisors  In  Gas  and  Electric  Utilities  Industry: 

TABLE  34 


MAJOR  AREAS  OF  WORK 


Percent 

Supervisors 

20 

5 

6 
1 

30 

1 


16 


100 

Methods  of  Updating 

Forty-six  percent  (N“37)  of  the  first-line  supervisors  would  take  a 
credit  course  and  73  percent  (N=”59)  would  take  a non-credit  course 
If  they  were  offered  locally. 

Two  of  the  supervisors  were  currently  enrolled  for  an  associate  degree. 
Four  planned  to  enroll,  one  for  the  associate  degree  and  three  for  the 
bachelor's.  The  major  fields  of  study  reported  were;  three  In  busi- 
ness administration,  one  In  engineering,  and  two  In  another  field 
which  i«as  not  specified. 


Number 

Supervisors 


Administration 16 

Engineering 4 

Finance 5 

Industrial  Relations  1 

Maintenance.  . 24 

Marketing  and  Sales 1 

Production  Control  - Records  1 

Research  and  Development  1 

Service  (yard  and  labor  personnel,  etc.)  13 
Other  (not  specified) 15 

Total 81 
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For  the  71  supervisors  who  did  not  have  plans  for  further  formal 
education,  the  following  reasons  were  Indicated: 

TABLE  35 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number 

Supervisors 


Percent 

Supervisors 


Don't  have  the  time 19 

Not  a high  school  graduate 11 

Live  too  far  from  educational  center  . • 10 

Cannot  afford  It  6 

Not  Interested 3 

Job  demands  no  more  education 2 

Can  do  better  on  my  own 1 

Other  (not  specified) 19 


27 

15 

14 

8 

4 

3 

2 

27 


Total 


71 


100 


First-line  supervisors  had  used  a variety  of  educational  methods 
for  updating  within  the  past  four  years. 


TABLE  36 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  I-HTHIN  THE  PAST  FOUR  YEARS 

(N**84) 


Number 

Supervisors 


percent 

Supervisors 


V7orkshops  or  seminars  on  managerial 

topics  

Company  in-service  training  courses.  . 
Managerial  developnent  within  company. 
Attendance  at  regional  or  national 
meetings  of  professional  societies  . 

Correspondence  courses  

Short  refresher  courses  at  colleges 

or  universities 

High  school  courses  to  Improve  job 

performance 

Television  courses  . . . • • 

Workshops  or  seminars  In  liberal 

arts  or  humanities  


47 

44 

37 

22 

17 

8 

6 

5 

4 


56 

52 

44 

26 

20 

10 

7 

6 

5 
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The  sources  of  information  used  by  first-line  supervisors  In  keeping 
up  to  date  vlth  nev  developments  are  shovin  In  the  following  table: 

TABLE  37 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N«76) 


Discussion  with  company  personnel 

Use 

Frequently 

Average 

Use 

Percent 

>4 

0)  0)  u 

> ^ o 

a -p  <u 

(0  *H  0(0 

Pi-}  P P 

Would  Use 
If  Available 

(Informal  or  formal)  

73 

20 

3 

3 

1 

In-plant  reports  and  bulletins  . . . 
Subordlnace-superlor  discussions 

57 

33 

0 

6 

4 

or  meetings 

45 

37 

11 

4 

3 

Manufacturer's  literature 

29 

53 

8 

10 

0 

Company  In-service  courses  

Lectures,  conferences,  workshops. 

25 

40 

9 

10 

16 

and  seminars  

23 

39 

19 

6 

13 

Management  journals 

20 

49 

16 

12 

3 

Scientific  and  technical  journals.  . 
Technical  books,  reports,  abstracts. 

14 

38 

23 

19 

6 

and  Indexes 

13 

46 

21 

16 

4 

Business  reports  

11 

45 

20 

21 

3 

Use  of  consultants  

College  and  university  evening 

7 

26 

21 

42 

4 

courses . . . . 

6 

6 

2 

75 

11 

Professional  society  meetings.  . . . 

3 

25 

23 

42 

7 

College  and  university  day  courses  . 

0 

3 

8 

84 

5 

First-line  supervisors  checked  a listing  of  seven  educational 
media*  which  did  not  include  formal  classroom  Instruction,  to 
show  their  preference  for  media  of  course  presentation.  (Table  38) 
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TABLE  38 

PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N»84) 


Correspondence  courses  , , 
Programmed  instruction  . . 
Educational  television  . . 
Courses  recorded  on  records 
Courses  recorded  on  tapes, 
Two-vay  radio  courses.  . . 
Two-way  telephone  courses. 
Other  (not  specified).  . . 


Number 

Supervisors 


Percent 

Supervisors 


42 

50 

29 

35 

22 

26 

12 

14 

11 

13 

5 

6 

4 

5 

5 

6 

Company  Attitudes  Toward  Education 

A total  of  82  first- line  supervisors  responded  to  a question  on  the 
attitude  of  their  immediate  superior  toward  continuing  their  education. 
Fifty  percent  (N“41)  said  the  superior  encouraged  them;  49  percent 
(N=40)  said  he  was  noncommittal,  and  one  percent  (N*l)  said  he  dis- 
couraged him. 

The  attitude  of  the  company  as  perceived  by  first-line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  the  following  table.  The  high  percent  who  did  not  know 
company  policy  indicates  either  a lack  of  policy  or  a lack  of  com- 
munication. 


TABLE  39 


SUPERVISORS*  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N»73) 


k 

I 


! 

I 


Encourages  Noncommittal  Discourages 
Percent  Percent  Percent 


Attend  company  training 

courses 97 

Attend  professional 

meetings 83 

Hold  office  in  professional 

societies 79 

Enroll  for  advanced  work  . . 77 

Attend  seminars  or  work- 
shops away  from  the 

company 74 

Write  technical  and 

professional  papers.,  . . . 54 

Educational  leave  of 

absence 11 


0 

3 

4 

5 

7 

6 

10 


0 

0 

1 

0 

0 

1 

1 


Do  Not  Know  j 

Percent  j 

i 

i 


3 


14 


16 

18 


19 

39 

78 
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Seventy-nine  percent  of  the  supervisors  were  employed  by  companies 
which  provided  In-service  training;  20  percent  said  their  company 
did  not  provide  it  and  one  percent  did  not  know.  Fifty-four  percent 
said  the  training  was  completely  on  company  time,  29  percent  said  it 
was  partly  on  company  time,  13  percent  said  It  was  entirely  on  the 
men's  own  time,  and  four  percent  did  not  know. 

Ninety-three  percent  reported  that  their  company  had,. an  educational 
assistance  plan;  six  percent  said  it  did  not,  and  one  percent  did 
not  know.  Seventy-seven  percent  said  the  course  must  be  job-related 
in  order  to  qualify  for  educational  assistance. 

The  proportion  of  tuition  paid  by  the  company  is  shown  in  the  table 
below: 


TABLE  40 

PROPORTION  OF  TUITION  PAID 


Ntimber 

Supervisors 


All  or  almost  all 16 

About  3/4 0 

About  2/3 1 

About  1/2 47 

About  1/3 0 

Less  than  1/3 0 

Don't  know 5 

Total  69 

i 


Table  41  shows  the  maximum  amount  of  tuition  paid  per  year  by  the 

companies  employing  the  first-line  supervisors.  I 

TABLE  41  I 

MAXIMUM  AMOUNT  OF  TUITION  I 

PAID  PER  YEAR  1 

I 

I 

Number  | 

Supervisors  I 


More  than  $300  20 

251  - 300 2 

201  - 250 0 

151  - 200 3 

101  - 150 1 

51  - 100 0 

50  or  less 0 

Don't  know 41 

Total 67 
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Vlien  asked  vhat  the  effect  of  available  financial  assistance  vas  on  : 

their  motivation  to  undertake  further  education,  32  percent  of  the 
supervisors  said  it  strongly  encouraged  them,  38  percent  said  it 
partially  influenced  them,  and  30  percent  said  it  had  no  effect. 

The  seeming  inconsistency  that  was  noted  for  the  middle  managers 
applies  to  the  supervisors:  while  70  percent  said  that  the  avail* 

ability  of  financial  aid  had  motivated  them  to  some  extent  to  under* 
take  additional  education,  only  two  of  the  84  respondents  were 
actually  enrolled  and  four  were  planning  to  enroll. 

COMPARISON  OF  NEEDS  OF  MANAGERS  AND  SUPERVISORS  IN  GAS  AND  ELECTRIC  UTILITIES 
INDUSTRY  WITH  THOSE  OF  MANAGERS  AND  SUPERVISORS  IN  TOTAL  REPORT 

The  educational  needs  of  managers  and  supervisors  in  the  industrial  category 
of  Gas  and  Electric  Utilities  as  compared  with  needs  of  those  in  business  and 
industry  as  seen  in  the  total  report,  "Managerial  and  Supervisory  Educational 
Needs  of  Business  and  Industry  in  Pennsylvania,"  were  relatively  higher  and 
more  numerous . 


Tod  Management 

Of  the  48  subjects  listed,  the  following  were  indicated  as  "Should  Have" 
needs  by  50  percent  or  more  of  the  top  managers: 


"Should  Have" 
Percent 


Gas  and  Electric 
Utilities 
N“38 


Working  Effectively  with  Individuals  and  Groups.  ...  63 

Communication  in  the  Organization 58 

Management  Development  55 

Overall  Strategy  and  Goals  54 

Managerial  Motivation . . . 53 

Policy  Formation 51 

Effective  Speaking  ....  * 

Effective  Written  Communications  * 

Long*range  Planning  and  Forecasting  for  Corporate 
Growth  * 


Total 

Report 

N*705 

* 

59 

53 

50 

* 

* 

50 

50 

50 


* Less  than  50  percent 
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Fifty  percent  or  more  of  the  top  managers  thought  that  those  they  supervise 
needed  the  follo^wlng  subjects: 


"Subordinates ' 
Needs" 
Percent 


forking  Effectively  V7lth  Individuals  and  Groups.  . 

Effective  Written  Communications  

Performance  Appraisal  and  Counseling  Techniques.  . 

Effective  Speaking  

Listening  Skills  

Communication  in  the  Organization 

Management  Development  

Managerial  Motivation 

Improving  Decision  Making  of  Managers 

Human  Aspect  of  Management 

Effective  Reading  Skills  

Fundamentals  of  Financial  Reporting  and  Statement 
Analysis . . 


Gas  and  Electric 
Utilities 

Total 

Renor 

N*38 

N=705 

. . 74 

66 

. . 71 

74 

. . 70 

57 

. . 68 

67 

• . 66 

62 

. . 64 

65 

, 61 

56 

. . 61 

•k 

. . 57 

54 

. « 56 

54 

. . 53 

62 

. . 50 

* 

* Less  than  50  percent 


Middle  Management 

Of  the  54  subjects  listed,  50  percent  or  more  of  the  middle  managers  in 
Gas  and  Electric  Utilities  and  in  the  total  report  indicated  a "Should  Have" 
need  for  the  follovjlng: 


"Should  Have" 
Percent 


Management  Development  

Working  Efficiently  iiiith  Individuals 

Effective  Communication  in  the  Organization.  . . . 

Listening  Skills  

Effective  Reading  Skills  

Supervisory  Training  and  Employee  Development.  . . 
Performance  Appraisal  and  Counseling  Techniques.  . 
Criteria  and  Selection  of  Personnel  for  Promotion 

Business  Letter  Writing 

Conference  Leadership 

Effective  Report  Writing  


Gas  and  Electric 
Utilities 

Total 

Renort 

N=62 

N*l,202 

. . 70 

56 

. . 70 

65 

64 

. . 63 

* 

. . 55 

it 

. . 54 

53 

. . 54 

* 

. . 53 

* 

. . 52 

* 

. . 50 

* 

. . 50 

* 

* Less  than  50  percent 
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Subjects  vhlch  50  percent  o*:  more  of  the  middle  managers  thought  repre- 
sented educational  needs  of  those  they  supervise  x?ere; 


‘ 'Subordinates ' 
Needs" 
Percent 


Gas  and  Electric  Total 
Utilities  Report 

N=62  N=1,202 


Effective  Report  VJrltlng 72  * 

Working  Efficiently  vlth  Individuals  70  62 

Listening  Skills 69  50 

Supervisory  Training  and  Employee  Development 67  61 

Oral  Presentation  of  Reports 66  * 

Effective  Communication  In  the  Organization 65  56 

Business  Letter  Writings  63  * 

Effective  Reading  Skills  58  * 

Conference  Leadership 57  * 

Management  Development . . . . 55  * 

Performance  Appraisal  and  Counseling  Techniques.  ...  51  * 


* Less  than  50  percent 
First-Line  Supervision 

Fifty  percent  or  more  of  the  first-line  supervisors  said  they  needed  the 
folloTJlng  of  a listing  of  16  subjects: 


"Should  Have" 
Percent 


Gas  and  Electric  Total 
Utilities  Report 

N=84  N*1,713 


Fundamentals  of  the  Supervisor's  Job 70  64 

The  Tools  and  Techniques  of  Effective  Supervision.  . . 64  55 

Leadership 61  57 

Decision  Making 59  54 

Communications 56  51 

Safety  .....  56  * 

Human  Aspect  of  Management 53  53 

Supervisor's  Role  In  Employee  Discipline  52  ^ 


* Less  than  50  percent 
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RECOMMENDATIONS 


For  the  total  report,  "Managerial  and  Supervisory  Educational  Meeds  of 
Business'  and  Industry  In  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  In  the  area  of  communications  — 
such  subjects  as  report  writing,  effective  speaking,  conference 
leadership  was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The  Uni- 
versity should  expand  its  programs  In  this  field  and  make  them 
available  at  locations  convenient  to  business  and  Industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise,  TJhlle  historically  the  Uni- 
versity has  been  a leader  In  this  field.  Its  efforts  should  be 
Intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for  those 
they  supervise  In  human  relations.  The  number  of  programs  In  this 
field  should  be  Increased  at  the  local  level  by  the  University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of  courses, 
seminars,  workshops  and  Institutes  for  all  three  levels  of  management, 
and  make  them  available  at  convenient  locations. 

5.  I'Hien  classroom  Instruction  was  excluded,  the  largest  number  of  middle 
managers  and  first-line  supervisors  said  they  would  take  courses  by 
programmed  Instruction,  correspondence,  and  educational  television. 
Consideration  should  be  given  to  offering  more  courses  using  these 
three  media  to  help  meet  the  self -perceived  educational  needs  of 
managers  and  supervisors. 

For  Business  and  Industry 


1.  Information  on  company  policies  toward  participation  In  educational 
activities  should  be  much  more  widely  disseminated  among  middle  mana- 
gers and  first-line  supervl^iors.  A large  percentage  do  not  know  the 
policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of  fin- 
ancial aid  which  is  available  for  education, 

3.  The  fact  that  a large  niimber  of  management  personnel  felt  their  sup- 
eriors' attitude  toward  their  further  education  was  noncommittal  makes 
it  necessary  for  the  company  to  take  steps  to  remedy  this  condition. 
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4,  Companies  should  help  their  raanasers  to  realize  and  meet  the  needs 
presented  by  the  increasing  complejiity  of  modern  business  and  industry, 
A number  of  the  subjects  which  appear  to  be  an  integral  part  of  modern 
management  were  not  perceived  as  needed  by  the  managers  and  supervisors 
who  took  part  in  this  study, 

5,  Since  the  participants  felt  that  the  most  frequent  method  of  obtaining 
new  information  for  updating  was  through  discussion  with  company  per~ 
sonnel,  the  company  should  be  aware  of  the  great  potential  of  this 
means  of  dissemination  of  information, 

6,  Since  about  four  out  of  ten  managers  are  employed  in  companies  which 
do  not  have  in"service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  in-service  programs, 

7,  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  in  a rapidly  changing,  competitive  business  world, 

8,  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workchops. 

For  the  Individual  Manager  and  Supervisor 

1,  The  individual  should  take  the  initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future, 

2,  He  should  be  av;are  of  available  financial  assistance  plans  and  other 
educational  activities  provided  by  his  company  which  may  aid  him  in 
meeting  his  educational  objectives. 

For  Professional  Associations 

1,  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of  infor- 
mation to  prevent  technological  and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 

’’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Townships  in  Pennsylvania"  1068  ($2. CO) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  ($1.0C  each): 

K*63  Banks 

M*64  Chemical,  Rubber,  and  Plastic  Products 

M*65  Construction 

M-66  Department  Stores 

M*67  Electrical  Machinery 

M~68  Fabricated  Metal  Products 

M-69  Food  and  Kindred  Products 

M*  70  Insurance 

M-*71  Machinery  (Except  Electrical) 

M-72  Petroleum  Refining 
M-73  Primary  Metals 

M*74  Professional,  Scientific,  and  Controlling  Instruments 
M*75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M-77  Telephone  and  Telegraph 
M-78  Transportation 
M*79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-El  Apparel,  Tesitiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.CC) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 

Fifty-three  specific  reports  from  "Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields.  Industrial  categories plant  size,  and  geographic 
areas  ($2.50  each): 

Engineering  Fields: 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E*6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 


E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

B-15  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

E~18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E-20  Transportation 

E-21  Electric  Utilities 

E-22  Gas  Utilities 

E‘23  Telephone  and  Telegraph 

E**24  Water  Utilities 

E**53  Construction 

E-25  State  Government  Employees 

"The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1965  ($2.25) 

Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  — A 
Survey  of ’ Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 

H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H*57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H*58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H*59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-6C  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H~61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 

The  above  publications  may  be  Information  about  the  above  publications 

purchased  from:  may  be  secured  from: 

Continuing  Education  Business  Office  Department  of  Planning  Studies 
J.  Orvis  Keller  Building  One  Shields  Building 

The  Pennsylvania  State  University  The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802  University  Park,  Pennsylvania  16GC2 
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MANAGERIAL  AND  SUPERVISORY  EDUCA:.?I0NAL  NEEDS 
IN  THE  APPAREL,  VarclLES,  AND  LEATHER  INDUSTRY  IN  PENNSYLVANIA 


INTRODUCTION 

The  education  and  training  of  managers  is  a major  problem  of  business  and 
Industry  today.  There  are  a number  of  conditions  facing  business  and 
Industry  which  indicate  the  need  for  this  study.  Among  them  are: 

There  is  a significant  increase  in  managerial  positions  and  a 
resulting  increase  in  the  need  for  managerial  education  and  training. 

Managerial  positions  are  increasing  faster  than  the  increase  in  the 
total  work  force.  Education  is  needed  to  keep  up  to  date  and  pre" 
vent  obsolescence,  and  must  be  a continuing  process. 

2.  The  rapid  growth  of  managerial  knowledge  has  increased  the  impor- 
tance of  disseminating  and  applying  such  information. 

3.  Greater  emphasis  is  being  placed  on  leadership  and  motivation  in 
developing  competence  and  resourcefulness. 

A.  There  is  a need  for  greater  emphasis  on  long-range  planning. 

5.  Companies  must  operate  in  increasingly  compleic  and  competitive  en- 
vironments. New  skills  and  abilities  are  needed  for  new  types  of 
work,  and  in  today’s  highly  competitive  market  improved  efficiency 
becomes  more  important. 

G.  Greater  emphasis  is  being  placed  on  international  management.  The  I 

international  aspects  of  business  will  become  more  important  for  | 

more  companies  in  the  future,  as  a greater  proportion  of  sales  and  j 

profits  of  many  domestic  firms  comes  from  abroad o | 

i 

7.  Scientific  research  and  development  are  necessities  for  business  ^ 

growth.  The  manager  must  know  how  to  make  use  of  the  results  of  | 

research.  | 

G.  Computer  operations  and  data  processing  are  expanding.  Computer 
techniques  are  far  in  advance  of  their  application  by  managers. 


Continuing  Education  has  undertaken  a study  of  this  problem  because  of  the 
responsibility  of  The  Pennsylvania  State  University  to  the  citizens  of  the 
Commonwealth  in  determining  educational  needs  and  in  cooperation  with  other 
educational  institutions  to  provide  education  to  meet  such  needs. 
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SURVEY  PROCEDURES 

This  r6port  is  a spscific  sGginent  of  a large!.*  study i*  and  is  based  on  re* 
sponses  from  74  managers  and  supervisors  from  17  companies  in  the  Apparel, 
Te::tiles,  and  Leather  industry  in  Pennsylvania,,  The  survey  utilized  three 
questionnaire  forms,  one  for  each  level  of  management:  top  management, 

middle  management,  and  first-line  supervision.  Each  questionnaire  listed 
courses  in  a number  of  managerial  areas  pertinent  to  managerial  personnel  * 
'.‘he  respondents  checked  one  of  three  choices:  "Should  Have,"  "Could  Use," 

and  "Don't  Really  Need."  Top  and  middle  management  were  asked  to  indicate 
the  courses  that  represented  educational  needs  of  those  they  supervise  in 
addition  to  their  own  needs  this  was  not  asked  of  first- line  supervision. 
Middle  management  and  first- line  supervision  provided  information  on  their 
educational  background,  methods  of  updating,  and  company  attitudes  toward 
education;  this  was  not  asked  of  top  management. 

SUilllARY 

Top  Management 

Of  4G  courses  listed  six  were  checked  by  percent  of  more  of  the  top 
managers  as  "Should  Have."  (Page  3) 

For  those  they  supervise,  5C  percent  or  more  of  the  top  managers  said  11 
courses  were  needed.  (Page  4) 

Middle  Management 

) 

Fifty  percent  or  more  of  the  middle  managers  expressed  a "Should  Have" 
need  for  three  of  the  54  listed  courses.  (Page  0) 

None  of  the  listed  courses  was  thought  by  middle  management  to  be  needed 
by  those  they  supervise  to  the  extent  of  5C  percent  or  above. 

Twenty- two  percent  of  the  middle  managers  had  the  bachelor's  degree,  ihey 
had  used  many  methods  of  instruction  and  sources  of  information  for  up- 
dating, and  reported  generally  favorable  attitudes  toward  education  on 
the  part  of  their  companies.  (Pages  16-18) 


* Dubin,  S.S.,  Alderman,  E.,  and  Marlow,  H.L.,  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania,"  The  Penn- 
sylvania State  University,  1967.  A total  of  3,620  managers  at  three  levels 
in  250  companies  took  part  in  the  survey:  705  top  managers,  1,2C2  middle 

managers,  and  1,713  first-line  supervisors.  Twenty-two  industrial  cate- 
gories and  eight  sizes  of  companies  were  represented  in  the  study. 


Fir8t»Llne  Supervision 


Fifty  percent  or  more  of  the  first- line  supervisors  reported  a "Should 
Have”  need  for  three  of  the  16  courses.  (Page  IS) 

One  supervisor  had  the  bachelor’s  degree  in  liberal  arts  and  one  had  the 
master's  degree  in  business  administration.  They  had  used  a variety  o 
methods  for  updating  and  many  sources  of  Information,  and  thought  their 
companies  had  a favorable  attitude  toward  continuing  education. (Pages  ZO-Z-.} 

TOP  MANAGEMENT 

In  the  industrial  category  of  Apparel,  Textiles,  and  Leather,  20  top 
managers  from  17  companies  completed  the  questionnaire.  Top  managers 
were  defined  as  "senior  executives  who  direct  an  enterprise  as  a whole 
or  who  head  the  major  divisions. ” 


Educational  Needs  Within  Areas  of  Managerial  Responsibility 

Top  managers  were  asked  to  indicate  which  of  48  suggested  courses  they 
"Should  Have,"  "Could  Use,”  or  "Don't  Really  Need."  They  were  ^so 
asked  to  indicate  the  courses  needed  by  those  they  supervise.  The 
courses  were  in  the  following  areas  of  managerial  responsibility: 


General  Management  (14  subjects) 

Behavioral  Science  and  Management  (6  subjects) 

Communications  Techniques  (4  subjects) 

Economics  (2  subjects)  , . . ^ 

Quantitative  Methods  Applied  to  Business  and  Industry  (2  subjects) 
Industrial  Relations  and  Personnel  Management  (7  subjects) 
Financial  Management  (4  subjects) 

Manufacturing  and  Production  (3  subjects) 

Marketing  (4  subjects) 

International  Management  (2  subjects) 


The  courses  for  which  the  20  top  managers  indicated  a "Should  Have"  need 
of  50  percent  or  more  were: 


"Should  Have" 


Communication  in  the  Organization 

Managerial  Motivation * 

Working  Effectively  with  Individuals  and  Groups 

Incentives 

Management  Development 

Fundamentals  of  Financial  Reporting  and  Statement  Analysis. 


Percent 

72 

68 

63 

58 

53 

50 
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pifty  percent  or  more  of  the  top  managers  indicated  that  those  they 
supervise  needed  the  folloi/ing  courses? 

"Subordinates' 

Needs" 

Percent 


Management  Development 

Human  Aspect  of  Management 

Working  Effectively  with  Individuals  and  Groups  

Communication  in  the  Organization  

Managerial  Motivation  ....  

Criteria  and  Selection  of  Personnel 

Effective  Utilization  of  Manpower  Resources  and  Allocation. 

Listening  Skills 

Performance  Appraisal  and  Counseling  Techniques  ...... 

Effective  Speaking 

Personnel  Policy  Affecting  Employment  Practices  ...... 


82 

68 

68 

67 

63 

53 

53 

53 

53 

50 

50 


Tables  1 through  9 show  the  extent  of  the  top  managers'  needs  for  each 
subject  lirted,  ranked  according  to  the  "Should  Have"  response.  Also 
included,  in  the  "Subordinates*  Needs"  column,  are  the  subjects  indicated 
by  top  management  as  being  needed  by  those  they  supervise. 


TABLE  1 


general  management 
(N»20) 

"Should  Have"  "Subordinates* 
"Should  Have"  and  "Could  Use"  , Needs_!l 


Industrial  Organization  and 

Administration  

Overall  Strategy  and  Goals  . . . 
Management  Reporting  Systems  . . 
Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 
Effective  Utilization  of 
Manpower  Resources  and 

Allocation  

Improving  Decision  Making  of 

Managers  

Policy  Formation  

Ethical  Considerations  in 

Business  

Managing  Major  Change  in 

Organizations.  ....•••• 
Impact  of  Computer  Technology.  . 
Impact  of  Science  and  Technology 
on  Business  Management  .... 
Management  of  Research  and 

Development 

Impact  of  Government  Legislation 
and  Controls  on  Business  . . . 
Impact  of  Multinational  Aspects 
of  Planning  and  Control.  . . . 


Percent 

W1 
45 
40 

40 

40 

37 
37 

32 

25 
21 

20 

19 

15 

12 


Percent 

89 
80 
80 

80 

67 

84 
79 

58 

63 
58 

55 

56 
30 
12 


Percent 

32 

20 

25 

10 


53 

47 

42 

21 

25 

26 

20 

19 


12 


TABLE  2 

BEHAVIORAL  SCIENCE  ANH  MANAGEMENT 
(N«19) 


\ 

i 


"Should  Have"  "Subordinates' 
"Should  Have"  and  "Could  Use"  Needs" 


Percent 

Percent 

Percent 

Communication  in  the 

Organization  ... 

72 

100 

67 

Managerial  Motivation  

Working  Effectively  with 

68 

25 

63 

Individuals  and  Groups  .... 

63 

25 

68 

Human  Aspect  of  Management  . . . 

37 

84 

68 

Creativity  and  Innovation  . . . 
Political,  Social,  and  Cultural 
Trends  and  Their  Impact  on 

11 

67 

22 

Business  Management  

6 

TABLE  3 

12 

13 

COMMUNICATIONS  TECHNIQUES 
(N«19) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Effective  Speaking  

. . 44 

78 

50 

Effective  Written  Communications  33 

67 

44 

Listening  Skills  

. . 32 

63 

53 

Effective  Reading  Skills  . . 

. . 24 

53 

29 

TABLE  4 

ECONOMICS 

(N«18) 

"Should  Have" 

"Subordinates 

"Should  Have" 

and  "Could  Use" 

Needs" 

Percent 

Percent 

Percent 

Economic  Trends  

. . 12 

47 

6 

Comparative  Economic  Systems 

. . 6 

17 

17 

5 


mmmm 
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TABLE  5 

QUANTITATIVE  METHODS  APPLIED  TO  BUSINESS  AND  INDUSTRY 

(N=18) 


•’Should  Have” 
Percent 


"Should  Have"  "Subordinates' 
and  "Could  Use"  Needs"  _ 

Percent  Percent 


Statistical  Decision  Theory.  . . 12 

Survey  Course  on  Quantitative 
Methods ^ 

TABLE  6 


65 

12 

44 

22 

INDUSTRIAL  REIATIONS  AND  PERSONNEL  MANAGEMENT 

(N»14) 


"Should  Have"  "Subordinates* 

"Should  Have"  and  "Cculd  Use'*  Needs" 

Percent  Percent  Percent 

Incentives  

Management  Deve lopment  

Criteria  and  Selection  of 

Personnel 

Personnel  Policy  Affecting 

Labor 'Management  Relatione  . . 

Personnel  Policy  Affecting  Wage 

and  Salary  Structure  

Personnel  Policy  Affecting 

Employment  Practices  

Performance  Appraisal  and 

Counseling  Techniques 

TABLE  7 

FINANCIAL  MNAGEMENT 
(N»19) 


58 

89 

32 

53 

88 

82 

47 

68 

53 

35 

8C 

35 

35 

70 

30 

28 

67 

50 

26 

66 

53 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

Financial  Planning  and 

Forecasting 

Managerial  Accounting  and 

Budgeting 

Capital  Budgeting.  . . . 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

. . 50 

61 

11 

. . 47 

88 

12 

. . 39 

61 

22 

. . 28 

72 

6 

6 


TABLE  8 


MANUFACTURING  AND  PRODUCTION 
(N«19) 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Operations  Planning  and  Control.  39 

94 

39 

Planning  and  Utilization  of 
Physical  Facilities.  . . . 

. . 28 

94 

28 

Operations  Research  Applied 
Production  

to 

. . 26 

79 

16 

TABLE  9 

MARKETING 

(N^19) 

"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

Pricing 

68 

47 

Marketing  Research  

65 

24 

Product  Planning  

. . 33 

67 

39 

Logistics  Planning  

29 

18 

INTERNATIONAL  MANAGEMENT 

No  top  managers  reported  that  they  "Should  Have"  either  of  the  two  courses 
included:  International  Understanding  or  International  Economic  Analysis. 

There  was  no  need  for  these  subjects  on  the  part  of  those  they  supervise. 
Two  managers  (12  percent)  reported  that  they  "Could  Use"  a course  in 
International  Understanding. 


i 
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KIDDLE  MANAGEMENT 

In  the  category  of  Apparel,  Textiles,  and  Leather  23  middle  managers  from 
17  companies  completed  the  questionnaire.  Middle  managers  were  defined  as 
"personnel  assigned  to  executive  duties  in  the  area  between  senior  execu* 
tives  and  supervisors.*'  Middle  managers  indicated  preferences  for  courses. 
They  also  included  information  on  their  personal,  educational  and  professional 
background:  methods  of  updating;  and  company  attitudes  toward  education. 

Educational  Needs  Within  Areas  of  Managerial  Responsibility 

The  six  areas  of  the  questionnaire  answered  by  all  middle  managers  were 
as  follows: 

General  Management  (13  subjects) 

Behavioral  Science  and  Management  (7  subjects) 

Communication  (7  subjects) 

Economics  (8  subjects) 

Quantitative  Methods  Applied  to  Business  and  Industry  (15  subjects) 
Computer  Operations  and  Data  Processing  (4  subjects) 

Middle  managers  were  asked  to  indicate  which  of  these  54  courses  listed  in 
the  questionnaire  they  "Should  Have,"  "Could  Use,"  or  "Don*t  Really  Need.'' 
They  were  also  asked  to  indicate  the  courses  needed  by  those  they  super- 
vise. 

The  following  courses  ware  rated  "Should  Have"  by  50  percent  or  more  of 
the  middle  managers: 


"Should  Have" 
Percent 


VJorking  Efficiently  with  Individuals 71 

Effective  Communication  in  the  Organization  ....  61 

Management  Development 

For  those  they  supervise,  no  middle  managers  reported  a need  for  any  of  the 
courses  as  great  . as  50  percent.  The  highest  needs  reported  were  the 
following: 

"Subordinates  * 

Needs" 

Percent 


Working  Efficiently  with  Individuals 38 

Effective  Utilization  of  Manpower  Resourcea  and 

Allocation 

Supervisory  Training  and  Employee  Development  ...  33 

Tables  10  through  15  present  the  data  on  the  six  general  areas  of  managerial 
responsibility  which  were  answered  by  all  the  middle  managers  in  the  Apparel, 
Textiles,  and  Leather  category. 


8 


ll 


O 

ERIC 


TABLE  10 


GENERAL  MANAGEMENT 
(N"21) 


'♦Should  Have" 
Percent 


Working  Efficiently  with 

Individuals * 

Management  Development  • • • • • 
Supervisory  Training  and 

Employee  Development  • • • • • 
Criteria  and  Selection  of 

Personnel  for  Promotion.  . . . 
Effective  Utilization  of 
Manpower  Resources  and 

Allocation  

Performance  Appraisal  and 

Counseling  Techniques 

Principles  and  Analysis  of 

Office  Systems  

Long-range  Planning  and  Fore- 
casting for  Corporate  Growth  . 
The  Application  of  Information 
Technology  on  Decision  Making. 
Impact  of  Science  and  Technology 
on  Business  Management  • • • • 
Impact  of  Government  Legislation 
and  Controls  on  Business  • . . 
Impact  of  Computer  Technology.  . 
Analyzing  Organizational 

Behavior  


71 

61 

44 

44 

40 

39 

38 

29 

28 

22 

22 

22 

16 


"Should  Have" 
and  "Could  Use" 
Percent 

100 

83 

72 

56 

60 

72 

75 

53 

44 

67 

50 

39 

74 


"Subordinates* 

Needs'* 

Percent 

38 

22 

33 

11 

35 

28 

19 

18 

17 

17 

17 

11 

11 


TABLE  11 


BEHAVIORAL  SCIENCE  AND  MANAGEMENT 
(N*18) 

"Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  Use"  Needs" 

Percent  Percent  Percent 


Understanding  Group  Interaction 

and  Behavior  

Creativity  and  Innovation.  • • • 
Hitmftn  Aspect  of  Management  • . • 
Management  Psychology.  . . . • • 
Industrial  Sociology  ....•• 
Social  and  Cultural  Trends  and 
Their  Impact  on  Business 

Management  

Impact  of  Consumer  Behavior  on 
Management 


39 

67 

22 

33 

67 

28 

33 

67 

17 

22 

67 

6 

17 

44 

11 

17 

44 

6 

6 

47 

6 
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TABLE  12 

COMMUNICATION 

(N=18) 


Effective  Conmunication  in  the 

Organization  

Effective  Reading  Skills  . . . 
Business  Letter  Writing.  • • • 

Conference  Leadership 

Oral  Presentation  of  Reports  . 

Listening  Skills  

Effective  Report  Writing  . . . 


"Should  Have” 
Percent 


61 

42 

41 

39 

37 

28 

28 


"Should  Have" 
and  "Could  Use" 
Percent 


72 

63 

53 

61 

58 

89 

44 


"Subordinates 

Needs" 

Percent 


11 

21 

18 

11 

21 

28 

17 


I 


TABLE  13 


ECONOMICS 

(N»18) 


Economics  of  Production  and 

Cost 

The  Price  Mechanism 

Economic  Trends 

Economics  of  Technology  and 

Innovation  

Fundamentals  of  Economics.  . 
Comparative  Economic  Systems 
International  Economics.  . . 
The  Economic  Systems  of  the 
United  States 


"Should  Have" 

"Should  Have" 
and  "Could  Use" 

"Subordinates 

Needs" 

Percent 

Percent 

Percent 

. 39 

67 

22 

. 28 

44 

17 

11 

44 

6 

, . 11 

28 

11 

, . 11 

28 

0 

, . 6 

22 

6 

. . 6 

22 

6 

. . 0 

17 

6 

10 


TABLE  14 


QUANTITATIVE  METHODS 


APPLIED  TO  BUSINESS  AND  INDUSTRY 
(N»19) 


*'Should  Have” 
Percent 


Replacement  Management  

Inventory  Management 

Review  of  Basic  Mathematics.  • . 
Statistical  Decision  Theory.  . . 
Improving  Decision  Making  of 

Managers • . . 

Linear  Programming  

Applying  Program  Evaluation  and 
Review  Techniques  (PERT)  • • • 
Statistical  Procedures  and 

Methods 

Probability  Theory  

Dynamic  Programming 

Analytic  Geometry • • • 

Waiting  Lines 

Calculus  of  Infinite  Series.  • • 
Calculus  of  Finite  Differences  . 
Matrix  Algebra  


44 

33 

32 

28 

22 

17 

11 

11 

11 

11 

6 

0 

0 

0 

0 


"Should  Have" 
and  "Could  Use" 
Percent 

50 

67 

58 

50 

44 

28 

28 

22 

17 

11 

17 

17 

6 

0 

0 


"Subordinates' 

Needs" 

Percent 

6 

22 

21 

11 


11 

11 

6 

17 

17 

11 

6 

6 

6 

6 

6 


TABLE  15 

COMPUTER  OPERATIONS  AND  DATA  PROCESSING  1 

(N«18) 

"Should  Have"  "Subordinates'  j 

"Should  Have"  and  "Could  Use"  Needs"  | 

Percent  Percent  Percent  | 

I 

Applying  the  Computer  to 
Problems  of  Business  and 

Management  

Data  Systems  and  Processing.  • • 

Fundamentals  of  Programming  for 
Computer  Operations.  • • • • • 

Mathematics  for  Digital 

Computers • • 

1 

I 


39 

50 

17 

22 

50 

11 

17 

39 

17 

6 

22 

11 

11 


If  the  middle  manager *s  area  of  major  responsibility  was  not  included 
in  the  preceding  si:i|  he  was  asked  to  complete  the  one  of  seven  additional 
/ areas  that  most  closely  corresponded  to  his  special  area  of  work.  These 

were: 

Industrial  Relations  and  Personnel  Management  (0  subjects) 

Financial  Management  (6  subjects) 

Manufacturing  and  Production  (10  subjects) 

Marketing  (9  subjects) 

Sales  Management  (5  subjects) 

International  Management  (10  subjects) 

Research  and  Development  (5  subjects) 

Only  a small  number  of  managers  reported  that  their  major  responsibilities 
were  in  the  areas  listed  above.  The  following  tables,  16  through  22,  show 
the  responses  for  these  special  areas  of  work: 


TABLE  16 

INDUSTRIAL  RELATIONS  AND  PERSONNEL  MANAGEMENT 

(N«ll) 


"Should  Have"  "Subordinates* 

"Should  Have"  and  "Could  Use"  Needs"  

Percent  Percent  Percent 


Management  and  Labor  Relations  . 63 

Job  Analysis  and  Job  Evaluation 


Methods 63 

In-plant  Training 50 

Salary  and  Wage  Administration  . 38 

Industrial  Safety  and  Medical 

Services 58 

Recruiting,  Interviewing, 

S;,lection,  Assessment  of 
Personnel  and  Promotion.  ...  36 

Employee  Benefit  Plans  33 

Maintaining  Efficient  and  Up- 

to-Date  Personnel  Records.  . . 33 


100 

25 

63 

25 

75 

13 

75 

13 

5C 

13 

91 

9 

78 

11 

67 

22 

? 


TABLE  17 


FINANCIAL  MANAGEMENT 
(N«lf) 


Budgets 

Fundamentals  of  Financial 
Reporting  and  Statement 

Analysis  

New  Developments  in  Equipment 
Replacement  Policy  .... 
Managerial  Accounting.  . . . 



Financial  Planning  and 

Forecasting 


'‘Should  Have"  "Subordinates 
"Should  Have*‘  and  "Could  Use"  Needs"  __ 


Percent 

P .rcent 

Percent 

50 

CO 

10 

50 

7C 

20 

40 

IOC 

10 

30 

:g 

20 

30 

cc 

2C 

30 

CO 

10 

t 


TABLE  18 

IIANUFACTURING  AND  PRODUCTION 
(N»15) 


Production  Planning  and  Control 

Management  

Methods  Analysis  and  Work 

Simplification  

Value  Analysis  

Maintenance  Planning  and 

Control 

Quality  Control 

Materials  Handling  

Inventory  Management  

Automation  

Organization  and  Management  of 
Purchasing  Operations.  . . . 
Engineering  Economy 


ould  Have" 

"Should  Have" 
and  "Could  Use'* 

"Subordinates ' 
Needs" 

Percent 

Percent 

Percent 

71 

G6 

29 

50 

93 

36 

50 

79 

29 

43 

64 

21 

40 

73 

20 

38 

92 

31 

38 

77 

23 

36 

79 

29 

31 

77 

15 

21 

50 

14 

13 
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TABLE  19 

MARKETING 

(N-6) 


"Should  Have” 
Percent 


Marketing  Research  33 

Marketing  Management 33 

Fundamentals  of  Marketing.  • • • 20 

Product  Planning  17 

Brand  Marketing 17 

Fundamentals  of  Pricing 17 

Physical  Distribution  Methods.  . 17 

Application  of  Management 
Science  and  Computers  to 

Marketing  Problems  0 

Packaging  Design  and  Development  0 


TABLE  20 

SALES  laMAGEMEMT 
(N»6) 


"Should  Have" 
Percent 


Motivating  Salesmen 17 

Compensation  of  Field  Salesmen  . 17 

Selection  and  Evaluation  of 

Field  Salesmen 17 

Supervision  of  Field  Salesmen.  . 17 

Training  of  Field  Salesmen  ...  0 


14 


"Should  Have"  "Subordinates' 
and  "Could  Use"  Needs" 


Percent 

Percent 

67 

17 

50 

1? 

80 

40 

83 

0 

67 

17 

67 

17 

50 

17 

17 

17 

17 

17 

"Should  Have"  "Subordinates' 
and  "Could  Use"  Needs" 


Percent 

Percent 

33 

33 

33 

17 

33 

17 

17 

17 

33 

17 

i 
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TABLE  21 


INTERNATIONAL  MANAGEMENT 
(N-6) 


’’Should  Have”  "Subordinates* 
’’Should  Have"  and  "Could  Use"  Needs*' 


Appraising  and  Developing 

Foreign  Markets 

International  Economic 

Organizations 

International  Understanding.  . • 
Commercial  Policy  and  Trade 

Control 

Monetary  Exchange  Problems  . . . 
United  States  Foreign  Economic 

Policy  

British  Commonwealth,  United 
Nations,  Including  Interna- 
tional Monetary  Fund  and 
World  Bank  and  Their  Role 

In  World  Trade  

International  Economic  Analysis. 

International  Law 

Sources  of  Funds.  Financing  of 
Day-to-Day  Transactions.  . . . 


Percent 

Percent 

Percent 

17 

33 

17 

0 

33 

17 

0 

33 

17 

0 

17 

17 

0 

17 

17 

0 

17 

17 

0 

0 

0 


0 

0 

0 


17 

17 

17 


17 


TABLE  22 


research  and  development 
(N-7) 


"Should  Have"  "Subordinates* 
’’Should  Have**  and  "Could  Use**  Needs!! 


Planning  Budgeting  and  Control 

of  Projects 

Supervision  and  Management  of 

Research  

Guidelines  for  Selecting  and 
Appraising  New  Projects.  . . 
Evaluation  of  the  Research  and 
Development  Programs  .... 
Building  Research  and 

Development  Teams 


Percent 

Percent 

Percent 

33 

33 

32 

29 

57 

29 

17 

50 

32 

17 

50 

17 

17 

17 

17 

1 
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Background  Infonoi  Ion  of  Middle  Manap.ers 

Personal » Educational » and  Professional  Backgrouno 

Twenty*'two  percent  of  the  23  middle  managers  In  Apparel,  Textiles, 
and  Leather  were  40  years  of  age  or  younger.  Elghty-slx  percent  had 
completed  high  school  and  22  pe..cent  had  the  bachelor  s degree.  One 
person  had  the  master's  degree.  Two  persons  had  major  fields  of 
college  study  In  each  of  the  follwlng  fields:  business  administration, 

engineering,  and  liberal  arts. 

The  major  areas  of  work  responsibility  were;  manufacturing  (26  per- 
cent); administration  (22  percent);  and  finance  (13  percent). 


Methods  of  Updating 

Fifty-two  percent  (N-12)  of  the  middle  managers  would  take  a credit 
course  and.  61  percent  (M-14)  would  take  a non  credit  course  if  they 
were  offered  locally. 

None  of  the  managers  was  currently  enrolled  for  a college  degree. 
Three  said  they  planned  to  enroll,  one  for  the  associate  degree,  one 
for  the  bachelor's  and  one  for  the  master's.  Two  planned  to  enroll 
In  business  administration. 

However,  eighty-seven  percent  (N"20)  had  no  plans  to  enroll  for 
further  formal  education  and  their  reasons  follow. 

TABLE  23 


REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUCATION 


Number  Percent 

Managers  Managers 


Job  demands  no  more  education 

Don't  have  the  time 

Cannot  afford  It  

Not  a high  school  graduate  

Not  Interested  

Live  too  far  from  educational  center  

Other  (not  specified) 


20 
15 
15 
15 
15 
10  ' 
10 


I 

1 

i 

i 

I 


Total  . 


20  100 


16 


The  variety  of  educational  methods  used  for  updating  within  the 
past  four  years  Is  shovm  below: 

TABLE  24 

EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N»23) 


Number  Percent 

Managers  Managers 


Workshops  or  seminars  on  managerial  topics.  . 7 30 

Attendance  at  regional  or  national  meetings 

of  professional  societies  5 22 

Managerial  development  within  company  «...  3 13 

Company  in-service  training  courses  2 9 


Many  sources  of  information  were  used  by  the  middle  managers  to 
keep  up  with  new  developments.  Table  25  lists  these  Sources. 


TABLE  25 

SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N«19) 


Percent 


In-plant  reports  and  bulletins.  . . 
Discussion  with  company  personnel 

(Informal  or  formal) 

Subordinate- superior  discussions 

or  meetings  

Manufacturer's  literature  

Scientific  and  technical  journals  . 

Management  journals  

Technical  books,  reports,  abstracts 

and  indexes  

Business  reports 

Lectures,  conferences,  workshops, 

and  seminars 

Use  of  consultants 

Professional  society  meetings  . . . 

Company  in-service  courses 

College  and  university  evening 

courses  

College  and  university  day  courses. 


>% 
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s 

0) 

50 
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74 

13 

13 

0 

0 

66 

2C 

C 

6 

0 

50 

50 

0 

0 

0 

44 

33 

6 

6 

11 

29 

IG 

18 

29 

6 

26 

36 

11 

16 

11 

24 

24 

18 

34 

0 

21 

52 

16 

11 

0 

13 

20 

54 

13 

0 

7 

13 

20 

60 

0 

7 

7 

33 

53 

0 

0 

13 

20 

47 

20 

0 

6 

C 

81 

13 

0 

0 

C 

100 

0 

Middle  managers  responded  to  a listing  of  seven  educational  media* 
other  than  classroom  instruction,  through  which  they  would  take 
courses.  Their  replies  follow: 

TABLE  26 


PREFERI5NCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N«23) 


Number  Percent 

Managers  Managers 


Correspondence  courses  10 

Programmed  instruction  9 

Educational  television 

Courses  recorded  on  records ^ 

Courses  recorded  on  tapes 1 


44 

39 

17 

17 

4 


There  was  no  demand  for  two-way  telephone  or  radio  courses. 


Company  Attitudes  Toward  Education 

Of  the  21  managers  responding  to  a question  on  the  attitude  of 
their  immediate  superior  toward  continuing  their  education,  38 
percent  said  he  encouraged  them  while  62  percent  said  he  was 
noncommittal. 


Middle  managers  reported  their  perception  of  company  attitudes 
toward  participation  in  professional  and  educational  activities. 
(Table  27) 


TABLE  27 

MANAGERS'  PERCEPTION  OF  COMPANY  POLICY 
TOWARD  PROFESSIONAL  DEVELOPMENT 
(N=23) 


Encourages 

Noncommittal 

Discourages 

Do  Not  Know 

Attend  professional 
meetings  

Percent 
. 67 

Percent 

28 

Percent 

0 

Percent 

6 

Attend  company  training 
courses 

. 60 

20 

0 

20 

Attend  seminars  or  work- 
shops away  from  the 
company 

. 59 

24 

6 

12 

Enroll  for  advanced  work 

. 42 

42 

0 

16 

Write  technical  and 
professional  papers.  . 

. 40 

40 

0 

20 

Hold  office  in  pro- 
fessional societies.  . 

CD 

CM 

• 

56 

0 

17 

Educational  leave  of 
absence 

5 

24 

19 

52 

Only  26  percent  of  the  middle  managers  reported  that  their  company 
provided  In-service  t:.alnlng;  ?A  percent  said  that  It  did  notr, 
Seventy  percent  said  that  such  training  was  completely  oh  company 
time,  20  percent  said  It  was  partly  on  company  time,  and  ten  percent 
did  not  know. 

Thirty  percent  of  the  managers  reported  that  their  company  had  an 
educational  assistance  plan  for  payment  of  tuition.  Slxty-flve 
percent  said  It  did  not  and  five  percent  did  not  know.  Sixty- four 
percent  said  the  course  had  to  be  Job-related  In  order  to  qualify 
for  financial  assistance. 

Only  six  middle  managers  replied  to  a question  on  the  proportion 
of  tuition  which  would  be  paid  by  the  company.  Four  said  that 
almost  all  of  It  would  be  paid,  and  two  said  that  half  would  be 
paid.  Two  managers  said  that  $300  or  above  was  the  maximum 
amount  of  assistance  paid  per  year. 

One  manager  said  the  availability  of  financial  aid  stongly 
encouraged  him  to  undertake  further  education;  one  said  that 
It  partially  Influenced  him,  and  four  said  It  had  no  effect  on 
their  educational  plans. 


FIRST-LINE  SUPERVISION 

Thirty-one  first-line  supervisors  from  the  17  companies  in  the  category 


of  Apparel,  Textiles,  and  Leather  completed  the  questionnaire.  First- line 


supervisors  were  defined  as  "those  whose  major  responsibilities  have  to 
do  with  supervisory  and  foreman  activities.”  The  supervisors  responded 
to  a listing  of  16  course  titles  in  the  area  of  supervisory  responsibility. 
They  provided  Information  on  their  personal,  educational,  and  professional 
background,  methods  of  updating,  and  company  attitudes  toward  education. 

Educational  Needs 


The  supervisors  were  asked  to  Indicate  which  of  the  16  courses  they  "Should 
Have,"  "Could  Use,"  or  "Don't  Really  Need."  The  following  courses  were 
rated  "Should  Have"  by  5C  percent  or  more  of  the  supervisor: 


Table  28  gives  the  "Should  Have"  and  the  combined  "Should  Have"  and  "Could 
Uce"  needs  for  the  entire  listing  of  16  courses,  according  to  four  groupings. 


"Should  Have" 
Percent 


Fundamentals  of  the  Supervisor's  Job  

The  Tools  and  Techniques  of  Effective  Supervision 
Leadership  


58 

52 

50 


19 


' 


TABLE  28 


FIRST- LINE  SUPERVISION  TRAINING  NEEDS 

(N-31) 


"Should  Have" 


Principles  of  Supervision 


Fundamentals  of  the  Supervisor's  Job  . . . 
The  Tools  and  Techniques  of  Effective 

Supervision 

Decision  Halclng 

Supervisor's  Role  In  Company  Economics  • 

Inter-Departmental  Cooperation  

Supervisor's  Role  in  Employee  Discipline 


I^implovee  Training  and  Evaluation 


Safety 

Employee  Training  

Evaluation  of  Employee  Performance  . . . . 


The  Supervisor  and  the  Union 


Grievance  Procedure  and  Arbitration.  • • • 

Labor  Relations 

Labor  Relations  Legislation 


Developing  Those  We  Supervise 


Leadership  

Human  Aspect  of  Management  • 

Communicat ions  

Developing  the  Work  Term  . . 


Background  Information  of  First-Line  Supervisors 
Personal,  Educational,  and  Professional  Background 


"Should  Have" 
and  "Could  Use" 


No. 

% 

No. 

% 

18 

58 

27 

87 

15 

52 

26 

90 

13 

43 

23 

77 

11 

35 

24 

77 

10 

33 

25 

03 

10 

33 

23 

77 

11 

38 

24 

83 

9 

29 

26 

84 

1 

23 

24 

77 

A 

U 

27 

20 

67 

5 

17 

12 

41 

2 

7 

12 

43 

15 

50 

28 

93 

10 

32 

30 

97 

8 

27 

20 

67 

7 

23 

23 

77 

Forty-five  percent  (N=1A)  of  the  first-line  supervisors  were  40 
years  of  age  or  younger.  Seventy-seven  percent  (N=23) 
high  school.  One  supervisor  had  the  bachelor  s degree  in  liberal 
arts  and  one  had  the  master's  degree  in  business  administration. 
Two  persons  had  gone  to  business  school  and  six  to  trade  schoo  . 
The  major  field  of  work  was  manufacturing,  64  percent. 
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Methods  of  Updating 

Thirty-nine  percent  (M"12)  of  the  supervisors  would  take  a credit 
course  and  74  percent  (N»23)  would  take  a non-credit  course  if 
they  were  offered  locally. 

No  supervisors  were  either  enrolled  or  planning  to  enroll  for  a 
college  degree. 

The  supervisors'  reasons  for  not  undertaking  additional  formal 
education  are  shown  below: 


TABLE  29 

REASONS  FOR  NOT  UNDERTAKING  ADDITIONAL  FORMAL  EDUOATION 


Number 

Supervisors 


Percent 

Supervisors 


Don't  have  the  time 7 

Cannot  afford  it  6 

Job  demands  no  more  education 3 

Not  a high  school  graduate  3 

Not  Interested 3 

Live  too  far  from  educational  center  . . 1 

Can  do  better  on  my  own 1 

Other  (not  specified) 1 


28 

24 

12 

12 

12 

4 

4 

4 


Total 


25 


100 


First-line  supervisors  had  used  a variety  of  educational  methods  for 
updating  within  the  past  four  years. 

TABLE  30 


EDUCATIONAL  METHODS  USED  FOR  UPDATING  WITHIN  THE  PAST  FOUR  YEARS 

(N-31) 


Nfjmber  Percent 

Supervisors  Supervisors 


Workshops  or  seminars  on  managerial 

topics 8 26 

Company  in-service  training  courses.  . . 3 10 

Correspondence  courses  3 10 

Managerial  development  within  company.  . 2 6 

High  school  courses 1 3 

Short  refresher  courses  at  colleges  or 

universities  1 3 

Attendance  at  regional  or  national 

meetings  of  professional  societies  . . 1 3 

Workshops  or  seminars  in  liberal  arts 

or  humanities 1 3 
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The  sources  of  information  used  by  first-line  supervisors  in  keeping 
up  to  date  with  new  developments  are  shown  in  the  following  table: 


TABLE  31 


SOURCES  OF  INFORMATION  USED  IN  UPDATING 

(N=25) 


Percent 


Q) 


r-4 

4i 

G 

O 
3 
o* 
o o 

(0  M 
P CS4 

Discussion  with  company  personnel 

(informal  or  formal) 68 

In-plant  reports  and  bulletins  ...  53 

Subordinate-superior  discussions 

or  meetings ^9 

Manufacturer's  literature 40 

Business  reports  29 

Management  journals 28 

Lectures  t conferences  t workshops  t 

and  seminars 14 

Technical  books,  reports,  abstracts, 

and  indexes 14 

Scientific  and  technical  journals  10 
Professional  society  meetings.  ...  9 

Company  in-service  courses  5 

Use  of  consultants 3 

College  and  university  day  courses  . 5 

College  and  university  evening 

courses 0 


Average 
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0 
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22 

4 

4 

43 
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24 

24 
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21 
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18 
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22 
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Pirst-line  supervisors  checked  a listing  of  seven  educational  media, 
which  did  not  include  formal  classroom  instruction,  to  show  their 
preference  for  media  of  course  presentation.  (Table  32) 
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TABLE  32 


PREFERENCE  FOR  MEDIA  OF  COURSE  PRESENTATION 

(N»31) 


Number 

Supervisors 


Percent 

Supervisors 


Correspondence  courses  1C 

Programmed  instruction  10 

Courses  recorded  on  records 5 

Educational  television  4 

Courses  recorded  on  tapes 

Two-way  radio  courses  1 

Two-way  telephone  courses  1 


58 

32 

16 

13 

13 

3 
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Company  Attitudes  Toward  Education 

Twenty-seven  supervisors  responded  to  a question  on  the  attitude 
of  their  immediate  superior  toward  continuing  education.  Of  these, 
63  percent  reported  that  their  superior  encouraged  them  and  37 
percent  said  he  was  noncommittal. 

The  attitude  of  the  company  as  perceived  by  first- line  supervisors 
toward  participation  in  educational  and  professional  activities  is 
reported  in  Table  33.  The  high  percent  who  did  not  know  company 
policy  indicates  either  a lack  of  policy  or  a lack  of  communication. 

TABLE  33 


SUPERVISORS'  PERCEPTION  OF  COMPANY 
POLICY  TOWARD  PROFESSIONAL  DEVELOPMENT 

(N®26) 


Attend  professional 

Encourages 

Percent 

Noncommittal  Discourages 
Percent  Percent 

Do  Not  Know 
Percent 

meetings  

Attend  company  training 

. 71 

5 

5 

19 

courses  

65 

10 

0 

25 

Enroll  for  advanced  work 
Attend  seminars  or 
workshops  away  from 

. 56 

12 

4 

28 

the  company 

Hold  office  in 

. 53 

13 

4 

30 

professional  societies 
Educational  leave  of 

. 40 

30 

0 

30 

absence  

Write  technical  and 

19 

n 

u 

C 

73 

professional  papers.  . 

. 10 

40 

0 

50 

) 
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RECOMMENDATIOMS 

For  the  total  report,  "Managerial  and  Supervisory  Educational  Needs  of 
Business  and  Industry  in  Pennsylvania,"  the  following  recommendations 
were  made: 

For  the  University 

1.  The  need  for  additional  training  in  the  area  of  communications 
such  subjects  as  ?:eport  writing,  effective  speaking,  conference 
leadership  was  strong  for  all  three  levels  of  management  and 
also  for  those  supervised  by  top  and  middle  management.  The 
University  should  expand  its  programs  in  this  field  and  make 
them  available  at  locations  convenient  to  business  and  industry. 

2.  Management  development  was  much  needed  by  both  top  and  middle 
management  and  those  they  supervise.  While  historically  the 
University  has  been  a leader  in  this  field,  its  efforts  should 
be  intensified. 

3.  Middle  management  expressed  a high  need  for  themselves  and  for 
those  they  supervise  in  human  relations . The  number  of  programs 
in  this  field  should  be  Increased  at  the  local  level  by  the 
University. 

4.  To  meet  the  significant  educational  needs  presented  quantitatively 
by  this  study,  the  University  should  expand  its  offerings  of 
courses,  seminars,  workshops  and  institutes  for  all  three  levels 
of  management,  and  make  them  available  at  convenient  location. 

5.  When  classroom  instruction  was  excluded,  the  largest  number  of 
middle  managers  and  first -line  supervisors  said  they  would  take 
courses  by  programmed  instruction,  correspondence,  and  educational 
television.  Consideration  should  be  given  to  offering  more  courses 
using  these  three  media  to  help  meet  the  self-perceived  educational 
needs  of  managers  and  supervisors. 

For  Business  and  Industry 

1.  Information  on  company  policies  toward  participation  in  educational 
activities  should  be  much  more  widely  disseminated  among  middle 
managers  and  first-line  supervisors.  A large  percentage  do  not  knot*; 
the  policy  of  their  company. 

2.  Companies  should  encourage  their  employees  to  take  advantage  of 
financial  aid  which  is  available  for  education. 

3.  The  fact  that  a large  nuniber  of  management  personnel  felt  their 
superiors'  attitude  toward  their  further  education  was  noncommittal 
makes  it  necessary  for  the  company  to  take  steps  to  remedy  this 
condition. 
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4.  Companies  should  help  their  managers  to  raallze  and  meet  the  needs 
presented  by  the  Increasing  complexity  of  modern  business  and 
Industry.  A number  of  the  subjects  which  appear  to  be  an  Integral 
part  of  modern  management  were  not  perceived  as  needed  by  the 
managers  and  supervisors  who  took  part  in  this  study. 

5.  Since  the  participants  felt  that  the  most  frequent  method  of 
obtaining  new  information  for  updating  was  through  discussion  with 
company  personnel,  the  company  should  be  aware  of  the  great  potential 
of  this  means  of  dissemination  of  Information. 

0.  Since  about  four  out  of  ten  managers  are  employed  In  companies  which 
do  not  have  ln*service  educational  programs,  consideration  should  be 
given  to  the  development  of  additional  In-service  educational  programs. 

7.  Companies  should  find  ways  of  motivating  their  employees  to  avoid 
obsolescence  In  a rapidly  changing,  competitive  business  world. 

8.  Greater  consideration  should  be  given  to  the  use  of  all  available 
educational  media,  such  as  programmed  Instruction,  correspondence 
courses,  educational  television,  and  attendance  at  professional 
meetings  and  workshops. 

For  the  Individual  Manager  and  Supervisor 

1.  The  individual  should  take  the  Initiative  in  selecting  the  most 
appropriate  media  to  help  him  grow  with  the  job  and  meet  the 
challenges  of  the  future. 

2.  He  should  be  aware  of  available  financial  assistance  plans  and 
other  educational  activities  provided  by  his  company  which  may  aid 
him  In  meeting  his  educational  objectives. 

Fcr  Professional  Associations 

1.  Professional  associations  should  assist  the  companies  in  encouraging 
more  educational  activities  by  sponsoring  workshops  and  meetings, 
subsidizing  training  activities,  and  aid  in  the  dissemination  of 
Information  to  prevent  technological  and  managerial  obsolescence. 
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PUBLICATIONS  OF  THE  DEPARTMENT  OF  PLANNING  STUDIES 


•’Educational  Needs  of  Managers  and  Supervisors  in  Cities,  Boroughs,  and 
Tovmships  in  Pennsylvania"  ir-68  ($2.00) 

"Managerial  and  Supervisory  Educational  Needs  of  Business  and  Industry 
in  Pennsylvania"  1967  ($5.CC) 

"Survey  Report  of  Managerial  and  Supervisory  Educational  Needs  of  Business 
and  Industry  in  Pennsylvania"  1967  ($1.00) 

Specific  Reports  by  Industrial  Category  from  "Managerial  and  Supervisory 
Educational  Needs  of  Business  and  Industry  in  Pennsylvania"  (Al.GC  each): 

M-63  Banks 

M-64  Chemical,  Rubber,  and  Plastic  Products 

M-65  Construction 

M-66  Department  Stores 

M*67  Electrical  Machinery 

M~68  Fabricated  Metal  Products 

M*69  Food  and  Kindred  Products 

M- 70  Insurance 

M-71  Machinery  (Except  Electrical) 

M"72  Petroleum  Refining 
M-73  Primary  Metals 

M-74  Professional,  Scientific,  and  Controllit\g  Instruments 
M-75  Railroads 

M-76  Stone,  Clay,  and  Glass  Products 
M’77  Telephone  and  Telegraph 
M*-78  Transportation 
M-79  Transportation  Equipment 
M-80  Gas  and  Electric  Utilities 
M-81  Apparel,  Textiles,  and  Leather 

"Research  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($5.0C) 

"Survey  Report  of  Continuing  Professional  Education  for  Engineers  in 
Pennsylvania"  1965  ($3.5C) 

Fifty-three  specific  reports  from  ’'Research  Report  of  Continuing 
Professional  Education  for  Engineers  in  Pennsylvania,"  in  such  categories 
as  engineering  fields,  industrial  categories,  plant  size,  and  geographic 
areas  ($2.50  each):. 

Engineering  Fields: 

E-1  Chemical 
E-2  Civil 

E-3  Electrical-Electronics 
E-4  Electrical-Power 
E-5  Engineering-General 
E*6  Industrial 
E-7  Mechanical 
E-8  Metallurgical 
E-9  Mining 


Industrial  Groups: 

E-10  Aircraft,  Motors,  and  Parts 

E-11  Chemical  and  Allied 

E-12  Electrical  Machinery  and  Equipment 

E-13  Machinery 

E-14  Mining 

B-15  Paper  and  Allied 

E-16  Petroleum  Refining 

E-17  Primary  Metals 

E**18  Professional,  Scientific,  and  Controlling  Instruments 

E-19  Research  and  Consulting  Laboratories 

E*20  Transportation 

E'-El  Electric  Utilities 

E-22  Gas  Utilities 

E-23  Telephone  and  Telegraph 

E-24  Water  Utilities 

E-53  Construction 

E-25  State  Government  Employees 


*'The  Determination  and  Measurement  of  Supervisory  Training  Needs  of  Hospital 
Personnel  — A Survey  of  Pennsylvania  Hospitals"  1S65  ($2.25) 


Specific  Reports  by  Hospital  Departments  from  "The  Determination  and 
Measurement  of  Supervisory  Training  Needs  of  Hospital  Personnel  ~ A 
Survey  of  Pennsylvania  Hospitals"  ($.75  each): 

Continuing  Professional  Educational  Needs  of: 


H-54  Hospital  Administrators 
H-55  Nursing  Service  and  Nursing  Education 
H-56  Supervisory  Personnel  in  the  Dietary  Department 
H"57  Supervisory  Personnel  in  the  Engineering  and  Maintenance 
Department 

H-58  Supervisory  Personnel  in  the  Business  Office  and  Purchasing 
Department 

H-59  Supervisory  Personnel  in  the  Medical  Records  Department 
H-6G  Supervisory  Personnel  in  the  Institutional  Care  Departments 
H-61  Personnel  Directors 

H-62  Supervisory  Personnel  in  the  Clinical  and  Radiology  Labora- 
tories 

The  above  publications  may  be  Information  about  the  above  publications 

purchased  from:  may  be  secured  from: 

Continuing  Education  Business  Office  Department  of  Planning  Studies 
J.  Orvis  Keller  Building  One  Shields  Building 

The  Pennsylvania  State  University  The  Pennsylvania  State  University 
University  Park,  Pennsylvania  16802  University  Park,  Pennsylvania  16CC2 
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